T 



l>OCUNENT RESUME 



ED 279 353 

AUTHOR 
TITLE 



JC 860 3S9 



INSTITUTION 
PUB DATE 
NOTE 

PUB TYPE 



EDRS PRICE 
DESCRIPTORS 



Kooppol, att£fr«y; fiUt, Denn Irvin 
Studont Workbook for Cooperativo Education 
Preparation. A Raquirod Courpo for LaGuardia Studonta 
Prior to Their Firat Intarnihip. 
La Guardla Community CoXl., Long leland city, N,¥. 
Jan 86 

lB3p.; Reviaad by HaXon Parry. 
Guides - Non-Claaaroon Uae (055) — Guidaa - 
Claaaroom Uae - Materiala (For Learner) (051) 

MF01/PC08 Plus Poatage. 

CoBBunity Collegeai *Cooperative Education? Field 
Experience Programs; Instructional Materiala; 
•Internahip Proorama; *Job Search Methods; •SelC 
Evaluation (Individuals); Technical Education; Two 
Year Collegea; Workbooks; •Work Experience 
Programs 

ABSTRACT 

students enrolled In LaGuardia Community 
College 'a (LCC's) Cooperative Education Preparation class, this 
workbook contains readlnga, written assignments, and In-class 
activities which prepare the students to participate In Internships. 
The workbook provides materials corresponding to the following class 
sectlonst (1) Understanding Cooperative Education, which Introduces 
students to the baaic concepta and objectives o£ cooperative 
education and to the courae; (2) Looking at Your Life 
Accomplishments, In which students examine personal achievements; (3) 
Identlfylno Your Skills, which provides exercises to assist students 
In conducting a Personal Skills Inventory; (4) Writing Your Resume; 
(5) Knowing Your Needs (Values), which deals with economic, social, 
and ego needs; (6) Learning about Career Fields; (7) Setting Personal 
Objectives for Your Internship; (8) Preparing for an Employment 
Interview; (9) Practicing Your Interviewing Skills; and (10) Looking 
Ahead, which discusses the placement process and cooperative 
education. (LAL) 



• Reproductions supplied by EDRS are the best that can be made • 

from the original document. * 



ERIC 



1^ 



STUDENT WORKBOOK 



FOR 



COOPERATIVE EDUCATIOH PREPARATION 



A REQUIRED COURSE FOR LAGUARDIA STUDENTS 
PRIOR TO THEIR FIRST INTERNSHIP 




ERIC 



«f>EtailSSlON TO REPnODUCE THIS 
MATCRIM. HAS BEEN GIUNTEO BY 

J. KOEPPEL 



TO THE EOUCATIONAI. RESOURCES 
INFORMATION CENTER (ERIQ." 



JANUARY 1966 

BEST COPY AVAILABLE 
^•V 2 



i»AnoivAi twsnrvn or mKAWt 



* M«rv«f 19 m ^9 ¥ * 



FOR 

COpPERATIVE COUCATION RREPARATIOH 

A REQUIRED COURSE FOR UCUAROIA STUDENTS 
PRIOR TO THEIR FIRST INTERNSHIP 

by 

Jeffrey Koeppel , Division of Cooper*tlve Education 
Oe«n Irwin Felfer, Project Adslnlstrator 

Revised by 

Helen Perry, Division of Cooperative Education 

c 

Copyright Is pending. All rights reserved by: 

LaGuardla Connunlty College 
31-10 Thonson Avenue 
Long Island City, New York 11101 



JANUARY 1986 



TAPIE fi£ COHTCHTS 

£AG£1 

Session it Understindlng Cooperative Educitfon.., I • 32 

Sesffofi 2s Looking At Your Life Accoapllshaents 33 • 41 

Session 3: Identifying Your Skills 45 • S9 

Session 4: Writing Your Resuae..... 60 - 91 

Session S: Knowing Your Needs (values). 92 - lOB 

Session 6: Learning About Career Fields 109 • U9 

Session 7s Setting Personal Objectives For Your Internship.. 120 - 137 

Session 8s Preparing For An Eaployaent Interview... 138 • ISS 

Session 9s Practicing Your Interviewing Skills tS6 - 169 

Session 10s Looking Ahead 170 - 177 



ERIC 



4 



Tom probibly liav« fone «tiOut Coopffr«tlve Cdycitlon right 

new. Host fly|f«ts h%$r «b©»t Cstp rr§§» frltn^f, €li3$««l§$« in4 
fnftruciors. in your Frothwan Sonln^r* you wore gtvtn in 
orlontitton to Coop by • Student SeryUof counselor. And yet, Ke 
often find thtt students donH roilly get til of the facts 
straight until they are sitting where you are >» In a Coop Prep 
course. Perhaps Coop becomes nore real as the tine to prepare 
for your first Internship draws near. 

Students often tell us that Coop Prep involves a great deal of 
work In a short period of tine. It's true. There are several 
Important topics which this course will cover, and we will only 
•eet ten tl«es. Therefore, we have tried to arrange the course 
In such a way that you will be able to prepare and conplete your 
work effectively. All of the reading and written isslgnnents, at 
well at the activities you will conduct In-class, are contained 
In this workbook, foii should brine XMt Vorfcbook t£ each session 
fif Cso£ Pr££. 

Thote of you whe have taken any of the Connunication strategies 
courses at LaCuardIa (huc 089, 099, lOlj will recognise soae of 
the learning Methods we will use In Coop Prep. leading 
astlgniients will be given following each session, so that you 
arrive prepared for the next testlon. 
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In oriif to h§\p f9u focus on tlie nifn petnti Af tlifse 

Stdttneiilf ifl jfo« to provide 1iifQr«t«tl8fi ir^y li^vt 

r«i4. tpu slioyU respond lo Ihost slil««enti ia xiMI SIS 
upon conplotlOA of ttio roitftnft Your Coop Prop Ifiilnictor 
colloct jfouf fosponsos froii ll«e to tlno. 

rbft tern prpylot f will Oo fouii4 In tho Cuide St«to«eAti ifi<t In « 
mmh§r of ftsslonf. Prevle^ffig ncdnf to %%im tlio nat«rf«1, for 
ttt iPiio polntft rilttor thin roid It conpletoVy. 

tf jfotf hivo ifiy quoftloflf or eoACorns tbout tills courso* jrou 
sitotiU fpoik to your Coop Prop Inttructor <niie4Uto)y. Rocord 
tho folloMiA) IfifornitlOQ for futuro roforoncoi 

nkHt OF COOP PUP IKSTaUCTORt 

ROOM IIUHBCR:. TCLEPHCWCi 

m.ClASS ACTIVIT^S rOR SESSIOR I 

lA thif totilon you will havo ttio opportunity to clirlfy your 
uflderstoodtng of Coop «t liCuardU. tour Ififtructor will lead a 
ditcufsloii OA the ohjectfves, procedures, and re^ulrenents of 
Coop. There will be an opportunity for you to aik ^ ^ueftlons 
you iil9ht have. A reading atslgniient will reinforce the 
discussion* and provide you with a handy reference guide for Coop 
terifs and practices. Finally, you will he expected to 
denonstrate a basic onJerstandlng of the Coop program by 
answering questions based on today's discussion on your reading. 
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ltror9 €9«iMiiiilii9, cenpUte lUt Hi^JLilii itUcUj^ ifilMaiagai 



CO'«P INSTAMCTOfl, 



Pimm m^fk *ii in m§ff b«y i#i »»*»€*i fm» t»vft t i<li«^l«iil 

cl«f i. r«w will »lwfi b« fcli#iliilf<l r©f # $|»i^iit«(| tfiti>rvli# ilwt will not 

emmt mim »av €l#f f«f . e« f«f« to rtiwrn itHf «»m f« y«i/r initn»ci«r. 
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mA$E OKINC TMI5 fOm WITH VOy mnm VOU TA«f 1fOil« intiuview. 



YOUR Af>^INT%«i»IT IS; 
OATC g 

Tlttfg 



SjftyuiTfe iHtm^fim APPamrwcifT fmn 



fl^f^^J.^^ ***** ^ ichtdttltd tQf # ilpyUitd int«f¥ie^ 
J Jit wiJi e^nfliet wKh eUssts. St syf» to rttucn 
this lofwi t© yo«f instfueiQf, 



Ttnc 



to 

4i00 Ml 

to 

4t)0 pm 
lo 



SiOO on 
to 



$iJO pm 
to 



6«00 on 
to 



6i30 im 
to 




^tCASc Mim THIS rc^n with iroo to ttjusn it^atvicM. 

¥0U« APi^OlftTmCiTT IS? 



OATCi 



wilt T%t9 vdNwIvU ilMMl4 Mly (m «m4 liy tl»9M fti^Mtt #r« enf loytd ittrlAg tM 
0~ r Coo^ fn^ iMtnictor If fmt have ^tttsM 7k»iit ymtr Iiit«rvi«v tcMitU. 



tUttf ttef «l9rl ««9fN i$ Mfl 9f f9Wr C9ll«ff 9««eitf9ii, illf 

•»»9f Ufi«irtfU fttttfeiilf, jr9ii «ijf #lrf«4/ prfyf9iif if9fl 
i«»irltrtce b9r9r9 y9ii tittrei €9llf9t. nitlit tven livf # 

9iri>i««c j9b flfli ftOM. Itciife 9f iiiti ii9rl 9«ptri9Kct, #911 
«if«l ^9 i«9ii49rtfif Miiil if f9 ffitcUl Mboul m €9ll99« 9r99r«ii 
mhUh f9C9f9i 911 V9rkl mere ire tiiree s^fctil fe«t«refi 

iilSmil S£i£i 9»Btri9ne»f fill #4 IWfCmwtPS . 

I«t9r«fiilpf «r9 full >tli«e work 9#pftrl9Acei list fiifi #« «Attre 
iCitfiwic ^nirter ( ip9r9« finale I jr U weels). In senertU If y9« 
are 9 fttlLifne nitrlcilitetf dty flutfent, ^99 He required t9 
C9iipl9t€ iattriitliip} In 9r49r t9 etrn y99r €911999 499r99. 

rer 9ick lAt9r9sfctp, y9ii will eifA t grttfe iM4 ttiree credits. 
Tkereferc* t%e C999 ^refraiB is mertb f credits te«tards y99r 
de9re9, 

WNii jf9v ire i>fi y99r interiislifp, jfev will be respensfbU f9r 
neetl99 thi 4eni«ds ef jr9«r stiperwiser. Just IfU iny eilier 
«9rk9r. y9tir W9r% tis%$ end jf9»r urerk scliedvie 1119111 be 



(#«fitlci) If IN «9f^ff fUltiif flf«l l« yf«, l9i tlif ri If «« 
i4i9ifl««l ilfririfi€ii nt cill |i«r «c»eftiiiet •« i iTi ii S W jf 

Mill i£s iis iii^££sm ni^is ib^m. mu: 

f©f ffiiMjf «f j«|s 4r« ¥ltM»« #s ii9tiiffi9 ««if# lliii lit ictwit 
MOfi Mf 49 « |«f «f9#iiii«|i9^s «(f «^9f| fifed «s u 

gfit«fAiiiip is ilso 4 j9l>« it MS in ifffiftiiit rtttwrft >> Jj^ 

Tiie 4»iH ^ft9ft 9f eicli job j^9ii liive IteH fn ttie ^isi wm% 
pr9M}f is gjfn fii^. tlis Willi pnrpw Mtmi ^^tk InitfASlilp 
i& liiCfi '('A" £££££iSM£« tfilsriif lilps 9rfer y9« 

99jP9rtl«AltlttS t9; 

— eitiplorf 4lff«f«it cireer fl«t4$ or t9 nilt Sire tie 
Cif99r jfov Ii«t9 cloffA If ri$ht Hr y9#i 

ObS«fV9 l»9W €9iC9plS JTOi 1«ir#l9i III tis cUs$r99«« 
19 Ills r^it w9r% £ft«^tl9«f| 

— 9fictic9 or Str9ii9tl)9ii Imsriptrsoiiil ttcMlcil 



? 

Jl 



Hr m%t% |tt«9li« jil»te«Att«f «t«Ai ffl«f ifltr 4«f Jtl 
tif9fi««il|f ititlillf , fl^ty fsviliy it «fi l»t«t tM Iw^iri' if 
l»»ll«f tftr # niwiltr «f J9% HSii^illllfi mi sfli€tl«f §«§ llitt 
1$ «#ltti t9 tiflr €§f9§r tttni, 

U tlli €««» l»rt^ €Ui$ will fi*f i*fff ir« * •gtitf 

i«ilfii«l jfoif tlilU iM iiltrikiiilinf fswr itfS9f«il dijtciftf»* 

OifHI«ii ©f €««#iriilv« Ciieilisn iticNf f§m Cttf frtji 
cliss) i^Oii «fl| stltel «« lAlifASliip tl»ii is litltilt Hr f^an. 

lAttfAslilpt firy 9rtilly Urn tH typi* «f ©#pffifmfs tlnf ©fftr 
fl«4e<its. Tlit# rtflfct IN iffft^tAt typis «f *^r% 4fil|#^|« 

iMittfA f« 4 Qif^f €orp9rillo« ©r # *iiittl cfrmnwiitf ctiittr. S^mt 
lAt«f«sl)ips ir« e«citf«f ^iCi«S9 «f IN pttpit f9« dllitrs 
ire cli«llc«fiiiif fct€iw$e of rtfrw<isi»illllts t« 
ka«41e. ¥«■ nlffci t#r« # sil«rf on y»»r iiiler«siip ©r j«g mi^kg 
tpliiAlttr |« tritf t® f#f« « spiciit ®f t*f«rtt«c« l(B « 
Cireer fl«l« f9m mHU t© tcplort, |i«wf lliit^ sm «f#«!p|«f 
•f i4Uf«s^ip$ M» site if) l^ti 9f tk% fftit virltty 
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Continental Group, Inc. - 633 Third Avenue, N.Y.C. 

ACCOUNTING TRAINEE/BANK RECONCILIATION CLERK . 

Duties of Intern Include: reconciliation of a total of 50 
bank (checking) accounts each month ften of the accounts 
are very active with one of them Involving .150 checks 
dally/; dally contact with Treasure's Office (Cashier) to 
discuss and/or resolve problems with bank accounts; 
matching bank receipts, debits and credits with cash book 
entries; on occasion preparing reports for the chief 
accountant. Intern will have an opportunity to observe 
the details Involved In documentation flow. Furthermore, 
career opportunities In a large corporation for students 
majoring In Accounting. Firm Is an International 
packaging manufacturer. (UEIGEL) 



National Westminster Bank, Ltd. 100 Hall street NY 10005 

SETTLEMENTS CLERK . Intern will be mainly responsible for 
the clerical functions required to confirm the purchases 
and sales of foreign currency for this fast growing 
International bank. Will also use a data Input terminal. 
While the duties are routine, they are very Important to 
the department's overall operation. Intern should have an 
Interest In banking, good figure aptitude and the ability 
to work under pressure. (TURKEL) 



Falrchlld Publications, Inc. - 7 East 12th Street - N.Y.C. 

COPY ASSISTANT. Intern will work under the supervision of 
the managing editor of Women's Wear Dally, the high 
quality dally of the fashion industry. Duties will 
Involve mall collection and delivery for staff reporters, 
preparing copy for deadlines, answering the telephone, and 
other related duties. The routine nature of the Job 
allows time for special writing assignments that will be 
criticized, and which is the way many reporters got their 
start. Job requires a motivated Intern who can work 
without close supervision and whose Interest In Journalism 
or writing will provide the energy to derive the many 
benefits available In this fast-paced atmosphere. 
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CUHr Computer Center - 555 West 57th Street. N.Y.C 



COMPUTER OPERATOR TRAINEE . The central university 
computer center, one of the largest In the country, has 
two IBM 370/168 computers and an extensive teleprocessing 
network which connects the computer center to 22 remote 
facilities. The computer center has set up an organized 
series of learning experiences for the Intern. The first 
Internship experience will expose the Intern to the 
operation of peripheral devices Including printers* tape 
drives and disk drives. The second Internship experience 
will Include some console operations. Besides technical 
experience. Interns will be able to observe the service 
functions of a computer center and the function of 
management. Ideally, students should complete Computer 
Operations I before their first Internship and Computer 
Operations II before their second. Flexibility as to work 
schedule Is Important. (SARDELL) 



Union Carbide Corporation - 270 Park Avenue, N.Y.C. 

EXECUTIVE SECRETARY . An Excellent Internship for an 
intern interested in working as a private secretary to 
one, two, or three top managers in the plastics and 
chemicals division in the company's corporate 
headquarters. Duties will include: typing, taking sten, 
filing, taking phone messages, scheduling appointments, 
being a receptionist, duplicating, etc. Intern must have 
50/90 skills and ability to articulate. A very pleasant 
environment with an opportunity to utilize and further 
develop secretarial skills. (WILLIAKS) 

Because internships last for specific periods of time (thirteen 

weeks), you will be able to review your experience after each 

internship, and plan for your next one. This review and planning 

process enables you to choose if you wish to change your career 

direction or continue in the same field. 



To help you get the most from your internship experiences, the 
college has developed a special educational sequence for each 
internship. 



ypm* Pirst Internship Is Part of a special Educational 
Sequence Called T.A.R. 

As you learned In your Introductory T.A.R. academic course^, 
T.A.R. Is an abbreviation which stands for TEACH-APPLY-REINFORCE . 
The T.A.R. sequence helps you transforn your Internship setting 
Into a learning experience. 

The TEACH conponent of the T.A.R. sequence Is your Introductory 
academic course and Coop Prep. Some concepts In each of these 
courses have been selected to be T.A.R. concepts because you will 
be able to observe them In your Internship setting. You will be 
taught an additional T.A.R. concept In Coop Prep. 

The APPLY component of the T.A.R. sequence occurs when you are on 
your Internship. You will observe how the T.A.R. concepts you 
have been taught apply to your work setting. A special workbook 
will guide you In recording and analyzing your observations. 



1 

Introductory T.A.R. academic courses are: 
Accounting: Principles of Accounting II 

Introduction to B11 Ingual Ism. The Hispanic 

Svw , i'r'**" Environment; Principles and Practices of 

Bilingual Education 
Data Processing: Cobol I 
Business: Principles of Management 
Liberal Arts: Introduction to Social Science 
Secretarial Science: Office Techniques and Trends II 
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The REINFORCE coapcnent is the Internship seminar . This seminar 
will meet seven evenings during the quarter while you are on your 
Internship. You will review and discuss your observations In 
class and reinforce for strengthen} what you have learned. 

III. Your Cooperative Education Experience will Be Designed With 
You in Mind 

Cooperative Education at LaGuardia strives to be an 
individualized program. This means that whenever possible, your 
cooperative education internship will be based on your skills, 
objectives and career Interests. Your experiences might be 
different from those of your classmates just as your 
personalities and Interests might differ. Your Coop Advisor 
will guide you in planning a Coop program that works for you. To 
make sure your Coop experience meets your needs, ^ will be 
expected to do the following: 

Learn How to Identify Your Own Skills and Work Heeds and the 
Career Areas ijn Which You Are Interested 

In Coop, Prep, you will be guided in taking stock of the skills 
you already have and the skills you wish to practice or 
strengthen. CThis represents a continuation of the work you 
began in your Freshman Seminar.) You will do this type of self« 
fi . >fP^O''atl on before and after each internship. You will discuss 
your thoughts about your skill development and career goals in 
meetings with your Coop Advisor. 
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Set Personal Objectives for Eich Internshto 

Kavtng selected the skills you wish to work on and/or the career 
areas to explore, you, with the help of your Advisor, will write 
objectives for your Internship. Objectives describe what you 
wish to accoapllsh during an Internship. By setting your own 
objectives, you will have one way of evaluating the progress you 
■ake on each Internship. 

m th the Assistance of Your Coop Coordinator. You mil Determine 
When and Where You Will Do Your Internships 

Once you have set objectives, you will know what you wish to 
acconpHsh on an Internship. This knowledge will help you and 
your Advisor select appropriate Internships, subject to 
availability. It will also help you plan which quarters would 
be best to take your Internships. Your Advisor's Judgaent Is a 
key factor In both cases. 

You Win Be Expected to Take Part Jhn Evaluating Your Perforwance 
on Each Internship 

t 

Since you have been Involved In setting personal objectives and 
selecting when and where you will do each Internship, your Coop 
Advisor expects you to participate In reviewing your performance 
and evaluating how well you net each objective. A percentage of 
your final Internship grade will depend on how much careful 
thought you give to your self-evaluation. You will discuss your 
sel f*evaluat1on with your Coop Advisor following each internship. 
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lAt«rnshtps...Th« T.A.R. Approach. . .«nd a progran designed with 
you In nlnd. Through Coop you c«n test your ebllltfes in the 
work world and try out career posslbf 1 f ties. You will feel your 
college coursework cone alive as you see cUssrooa concepts 
applied In real work situations. And you can learn more about 
yourself, your skills, work values, and objectives. Ue hope you 
will find your Cooperative Education experience at LaGuardIa 
highly rewarding. 

* Special Note ; Cooperative Education for Students mth 
Disabilities 

What Arc Oisabil ities ? 

Many students have soae kind of disability. There are a wide 
range of disabilities, e.g., visual, hearing, nobility, speech. 
There are hidden disabilities. Including epileptic conditions, 
diabetes, and various learning and perceptual probleas. Ve think 
■ostly of severe disabilities, but there are also ninlaal 
disabil Ules, such as partial hearing loss and speech 
Inpediaents. 

How Can Coop Help ? 

In planning a career. It Is laportant that a student understand 
his/her own strengths and llaltations. The Division of 
Cooperative Education is prepared to work with students who have 
disabilities. Me can help students consider how or If to deal 

ERJC m^^MMij,.::^&fhiJ . 
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with thsfr dfsibllfty on i r<su«e or In «n IntorvlOM «Ad hoit to 
define jmd request epproprUte accoaiioditlons. Coop can also 
provide Inforaatlon on opportunities to Mork In fields which nay 
be considered "non-tradltlonal* for persons «flth dlsabllltfts* 
If you have a disability, please speak with the Instructor of 
your Coop Prep course. 
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ASSICIINEIIT QUE SCSSlOW I 

1* ftt«d Vndfrs^m^tii^ CooPTttW^ E^MCJttoa . p«9et 1>1S In this 
Morlkbook. 

2# fte«4 1^ Cutdc To Coeoefitlwg Edncttlon At UCwardU . pagts 
21*31 in this worlibQQk. 

3. Anftfftr the Gtildt St«t«ii0fttt for Stssloii I, pt^ts 17-If li«std 
on jrewr re«dln9» iwd thfe discussion In clis^ todiy. These 
Kin bo colUctod it tlio nojct sostlon« 

4. Road Session 2, pages 3J-3S «nd ansMor tho Culdo St^teneni^ 
for Session 2, past 32, bisfid on ^oyr rsadlag* 
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COUCITIOM 

m Cvfdt Suttfleau beloM will Mp yov foctis en the re*diiig 
Mliici) felloMi, Prfivie«# the Cuids SUtensAts now. Ilhtn yon 
conplttt tHe rcidiiig, anfiftr ttten cartful ty. Ifrltc coap1«t« 
scflUfic«f , ffi xaSL 2Ha liarii* «»b«f«»er possible. Use sUndird 
Cfi9ltih iod preofroid yoor iosKers. 

I. List three ntjor fioiU ithUh can be tchieved throygh the 
Cooperitlve CdoeatloA pfoffaiis 
«• 



b. 



c. 



2. List foor requlrenefltf ,for succujsfMHy conpUtlng the Coop 
Prep course; 

e • 

b, 

c, 

d, 

3. Identify three laportent qualities that eiiployers looi: for 
Mhen hiring tnterns for any position. 

a, 

b. [ 
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4, list tu prtr«q«islus for iiittrASliI^ ^Uctnent: 

i* _ 

b« 

c« 

tf. 

f. 

5. Clrcl* the four «»ft inporUnt fMcUn in ipiplylng for § 
pirticulir fAltriiililps 

y«yr fo«1s 4fld objftctiYtt 
wbtr* /da cm mafct tiit most Honey 
c. jrovr skills and abilities 

4. Mbit soiaeoac els* told you «bo«t their Internsblp experience 
e. the tvilliblllt/ of positions 
r. your €oofdlfiitor*s Judfiteiit 
6. Oerut or describe tbc fellowlfiit terms: 
«• SiMttlated lcitervletf_ 



b. Coop Advisor 



c. Internship Senlntr, 



d. Fln«1 CvfUatlon Conference 
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OtflM «i4 •iplitfi tkt tttm T.A.i. (mhtrt ««4 Iiom dots caci 
SUw4s for M»a r*ke% >Ucf Owriag 



Osscfibft the dlffftrences between an Intemstifp tni a 
"re^tilar job.* 



Hate yen beeo able to answer these questions ceteriof tbe 
wijof ^fntt aboet Coop? If so, few are on jroar way to a 
9004 oflderstaodliii of tbt UCnardia pro$ra<ni. ti moI. $o 
bMck aed re*read tbe oaterlal fron tbfs session. 

Do jfoiu stni bave additional qoestfons about Coop that have 
not been answered? tirfte yowr questions belows 



your questtonCs) at the start of the nest session. 
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& MM, IS topygwyt^ coomtoii at nAcumu 

9«tstfe«s-»ifld r#lsei others, Tfefs niiiiiil rtyie«($ ini «*s##rs 
jwe freqtiefltl/ isled questletis Mh9&t €oe^tritl«« e4i»e«lloii. 





tiCttirdU's ediicatloml ^pproicli beHe^es tliit )««rAtii9 tak^s 
pUee If) iRi0y dlffertflt settfnss — botih l« «fid owtsidt the 
cUssrooxc, Tliro«9h the Coop prosrin^ tlie Celltft to 
provitfo iofl-cl4SSfoo«i Uimlfis t«perf tucts* Coop Is desfsned to 
help you dtltmlot M acliieto yo«r Individual 90ilt« md to 
assist jroit l«: 

!• Applyifif clissrooii letriilAf to real worl sltuittoiif) 

t. Exploring tarious career posilliil ities or ceofiriiifif career 



frtcticifig or streogtheiiing interperioiial and technical 
ikllU, such as oral comittolcatlon* decisioA^mal^tflg, typing. 



ilsmiaaJ MfiJl ll ll&l ^^gpyniYt Idncatlon Prgpiritlon Cowrto 
.fe.gO£ yrte^ laa in !!£X Taking ? 

Coop Prep prepares tttidents for learning throagh the Internship 
iRperlence. Oaring the course you will: 




plaosi 



I. CUrlfjr ttot bistc objccttlvts, iprftct««fti« M r§^*irmmti 
2- (4t«tlf|r yo«r tifft «ccoiii9l f sMiftAts ||« |ptrso«i1 skills 

3. ItfffRlifj^ itee A«ftd«/vi1«tes yog se«ik to sitttfy tlif««9li nork 

«Nd o«t-tUt of mrk. 
I. CUrlfjr jfo«r Itfeif 4b9«l IN cireer »ou «f« centHerfflf for 

irt Cttfrentljf In). 
S. UtAtIfy ttft hitic con^ontAts of i rosiiiiit and pr4par« a 

rosttut sotitaritifl9 jfoor icconplifliiiiAts i^tiilf flcitfons, 
«. rorintiUu loifAlA) oibioctfvos for jfour first lAtorAShip, «Ad 

iMk« prtllmlAirjr soUctfoAS of thos« UUr«isliios vhHU wlU 
yon ickltfte your objeclfves, 
f. Oe«tlo;i sfcillt ^Ad UcMI^«ti for s«€e«tsf«l tnpU^*mt 

lAt«rvltiMlA9. 

•* UirA 4 Aon T.*.t, coACopt ^n4 pr9p$r§ for lis 4pf»1lc«lfOA 
to iA lAlorAfliip. 

fi^fy^«9ff» Hl!li d££ ii>£ jgowtrgwcAt^ fj^^ $yc€otsfwH» Co<iPlgtlAa 
Cooff Pr9D l 

£Sfi£ gf ftiftct^loA 

Coop ^r«p it i fcoy oltMffAt lA jroiar prtpaniloA for iA lAttrAshlp* 
TMofk tM coorst Itstlf 4oes Aot carry 4Ay crtdit, yoo Aiost 
I ^ Siiiiltli JC cwUto n l>9for« yon will coASl(itr«4 rtidy for 
iA lAttrAShlp. Tlii Coop ^rtp cUss uttts i#f€t i wuk for 
ippro«f««t«ly ritt tfttlcf. Too Mill roctlvt « grttfo of 
fSitlifictory) or -O* (OAsatIf fictory) for a Coop frop. Tlilf 



fr«<8 will «p»tir OA fowr Irtiiscrfipt. f««r Ai«is«r 

^nfliif swifter. 

2. 4fst«»i»y«i^f Mill «A lilt ^i!tf$ fiwtf) .i^iir 

T*t Coof i»rej^ course frswliss ^air instrMStsr mth tk% 
position, fiiey tres 

c. ,|yit|f^|iyi> ^ f twst (is Judged i^^ 
pifllclpitfoA tft cUft dtscwftioif , *$k%»§ 4|»ttile«$). 

rollowU) Coop >rtp» iroo uniio *« 4i»|>ol«tjfft«it wHl^ ytwr 

lASlrHsior to dl$€i$s foir pgrfoftiiiASt Ipi lit C9ir$§, ia/sHt 
itlll iUo itfvfft /o« i$ id mliitliif 1^011 «r« ^rtfirtd for yogr 
firii lotorottelip Of mMhtr yo« sliowld rtptit tut Coop Frop 



It 



course next quarter. If you are certified, your Instructor 
becomes your Coop Advisor. 

flMmaii: llaa OfiSi i SJlH^Sflt tmmx, M InUmshlo? 

UlS Elicenjeat Process ! 

Srsrsaililites for Interns>^^p Placemer^t 



1. 
2. 
3. 



Certification of successful completion of Coop Prep course. 

Completion of all basic skills prerequisites ^or waivers). 

Evidence of satisfactory academic progress. Coop Division's 

standards are based on Grade Point Average. credit 
accumulation and academic standing. Generally speaking, a 
minimum of a 2.0 6. P. A. with at least 15-20 earned credits 

Is required. While exceptions are made in special cases. 
Coop Advisors want to be sure that students on internship 
are not having academic difficulties at the College. 
T.A.R. course appropriate to your major fpre- or co- 
requisite). 

Permission to register for Coop Internship and Seminar from 
your Coop Advisor is required. You will be given a 
registration permit. 

Coop may require tests to assess skills which are necessary 
requirements for a particular internship fo.g.. typing or 
the use of a calculator^. 
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If^ternshiP islailiea ind Ro ferrdl 

t. The pUcement process begins in Coop Prep. You wHI start 
to Identify your qualifications fskllls and accomplishments) 
and objectives for the Internship, 

2. Internship Opportunities Catalogues ^I.O.C.) will be 
distributed In class. You will be expected to review the 
I.O.C. thoroughly, and choose suitable Internships based on 
your qualifications and objectives. 

3. Your choice will enable your Coop Advisor to get a 
better picture of what you are looking for in an internship. 
The two of you will discuss the appropriateness and 
availabll Ity of your choices. Your Coordinator's 
professional Judgment and the supply and demand for 
internships are two factors which must be considered. 
He/she wants to match you with the roost suitable internship 
position that is available based on your skills and 
objectives. 

I. Internships are generally full-time f35 hours/weckj 
commitments. If you choose a voluntary internship and/or 
have a part-time job a more flexible schedule can be worked 
out. 

You may choose to develop your own Internship, either by 
using the Job you already have, or by finding a position on 
your own. In. either case the position must be an 
opportunity to meet the objectives of the Cooperative 



ERIC 
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Cducitton Progrin («i detcrlbsd on p. 20). tnd be Approved by 
your Coop Advisor, These are known «s self-developed 
Internthlps. 

6. Once you and your Coop Advisor agree upon m tntornshtp, 

he/she will send you on referral . If you have agreed on one 
of your Coop Advisor's Internships, you will be sent for an 
actual enploynent Interview. If you have agreed upon the 
Internship of another Coordinator, you will first speak with 
hl«/her. If the match Is good, he/she will send you for an 
e«ployatfnt Interview. If not, you will return to your Coop 
Advisor to discuss other Internships. 

Thfi Ewplovwen^ Interview 

During the Interview, both you and the e«aployer are deciding If 
the Internship position 1$ right for you. Some employers will 
give you a very thorough Interview. Others will ask only a few 
questions, and make a decision. Either way, you should be fully 
prepared to use all the Interviewing skills taught In the Coop 
Prep course. If both you and the employer agree that the 
internship position 1$ right for you, you will report for work at 
the beginning of the next quarter. If you are not offered the 
Internship, you will meet with your Coop Advisor to discuss the 
reasons. Depending in what happened, the two of you will decide 
on the best action to take. 
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Uhn« on your internship, you nust Abide by the rules, 
regulitions and holiday schedule set by your enployer, not by the 
College. For exiBple, If recess occurs while you ire employed on 
your Internship, you do not take this tine off fro* work. Note 
that internships begin before classes start and end after classes 
are conpleted. 

Internship Seminar 

During the Internship, you will be returning to LaGuardia to take 
your internship senina First internship students will be 
enrolled in T.A.R. sewinars according to their major. These 
senlnars will provide the "R* or discussion of concepts taught In 
your introductory T.A.R. course and Coop Prep. Attendance Is 
required. You nust receive a passing grade In the Seminar to 
receive a passing grade for the course. In cases where a 
student's work schedule or Internship location does not permit 
the Seminar to be taken the sane quarter as the Internship, the 
Seminar will be deferred until a later quarter. However, It 
remains a requirement for receiving a final grade for the 
Cooperative Education course. 

On»S1te Visit 

The Internship Coordinator who placed you will set up an 
appointment to visit you and your employer during your 
Internship, This is an opportunity to openly discuss your 




tiperUnce. The Coordinator will be Interested In the progress 
or probUns you ire experiencing In achieving your personal 
objectives. 

Bo aware of potential on-the- I nternship problems that aay arise 
Including: work asslgnnents differing fron what was described} 
Interpersonal conflicts C>iiih other employees or with your 
supervisor); excessive lateness or sickness on your part. Many 
problems can be quickly solved if you take appropriate action 
when they occur. Your first attempt should be to solve the 
problem on mil fiHll. Use your communication skills. If your 
best efforts fail, call your Coop Advisor or the Internship 
Coordinator who placed you Imaediately . 

Clatsgs Durino Coop Internships 

In general, you should consider your Internship and your seminar 
« full-time educational responsibility. If you take additional 
courses, you should not plan to take more than six credits. 
Consider your ability to meet the responsibility of both 
Internship and courses. You must arrange a class schedule that 
does not conflict with your work hours or your internship 
seminar. 
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aiiailUfii Uaa Mill i as UUsA lac \ix »»terfi«hip ij-LEidiassT 

Miss %M JUULSIHillifi 

The fifst thf«e wffks Qf the ^mrttr follqwing ^our ff^ltffifhfp 
4re set «stde for the Fin«l Evaluatton Conference. In this 
conference with your Advlior, you wJU ev4lu4te yoor Internship 
experience and pUn for your next Internship, u Is e require d 
neetlng. Failure to attend this conference will result In «n f 
grAde. You will be grided on the following: 

1. Your Internship Senlner Grade accounts for SOS of your 
final Coop Grade, . 

2. The Internship Grade accounts for 50J of your final Coop 
grade and Includes: 

*. Your Employer's Evaluation of your work and the On-Slte 

visit Observation, and 
b. Your achleveaent of .the Individual Internship learning 

objectives you Identified prior to starting the Internship. 
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ftiiiaiilssi ax Sasfi lissi 



M«f« ire lone Coop phrass in4 Urmi thn you*n ^ Hetrtn^ 
throughout your st«y it liCuirdfi: 

iMitlion ' lieapttofl Cfi^H f« CooptrttWf C4yeitiofl I? 

profontly grinud for 4 nixiayi. of throe (J) Coop credits. To be 
•Hglble. you pust: be fully «*tricuUtedi hive successfully 
conpleted it loist l-elve (U) UCuirdIi credUsj ind hive worked 
full-tiwe for it leist six consecutlfe, Aonths. if you ire 
interested ind eligible, spoik to your Coop Advfsor/Coop Prep 
Instructor ibout ippiylng. fou «ni be expected to write i 
substiftttil essiy ibout your experience. 

AEEOInt-fint Schedules - Weekly schedules for meeting with 
Advisors ire posted In the Coop Centril Office In Roon H-201. 
Vou must -sign up- or ciH (718)626-5484 to i.ike in ippolnt.ent. 

SitSSr - A field of speclillMtlon which generiUy contains e 
progression of relited Jobs. fro. bisic entry-level to more 
idvinced level positions. 

SaSfi Advlior^Cpprdlnitpr - The Coop ficuUy person to whon you 
*re isslgned through your Coop Prep course. Tour Advisor Is 
responsible for assisting you In the pUcenent process and for 
grading you after each Internship. 

Coo£ Ce ntral Office . It is located in Roon H-204. it Is the 
••In Office of the Division of Cooperative Education. in it are 
Advisor's appo1nt««t schedules and general Coop Infor-ation. 
rou nay leave nessages for Advisors In their nallboxes. 
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on 4 part«tl«e tveiilfig kt%H u tht CdHegt In th© CiUn^ed B«y 
Pro9ri«. Thli Applfts to «n eiion^e4 dty aijor$, nith the 
t«t«ptlo« of Myndn S«rvUe$, OeeupiDoniil Thtrapy, Ofttetic 
TtclifikUn in4 £4y€^tl«ft A§§@€t«li. 

Stiiai • Vo« ^'IH rectUo 3 credits for e4cH suecesifully 
conrleted Cooperative Cd«c«llon course (includes Internship and 
SewlAir). Since grades are submitted the quarter |il|r the 
Internship ends, the grade that first appears on your transcript 
win be a teur actual grade Is subulteed after the final 
Evaluation Conference is completed. 

- You are called an Intern while working for a Coop 
employer. 

internships - The work or field eiperiences which all LaCuardIa 
Coop students take as part of their degree requirement. 
Internships are used to obtain educational and career objectives. 

Interwfhip Coordinator - The person who refers you for an 
employment interview. 

InternihiB Opportunities Catalogue - The book which describes 
ffiternshlps developed by the Division of Cooperative Education. 
The I.O.C. If available from your Coordinator and may be 
available in the Coop Central Office. 

iob . The position within an organitatlon that delineates the 
work one is expected to do. 
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£ii£ifiial ldJA£t * Aislsu iiuitt^H in §6t««Atii9 pirtHlwe or 
fttll-ltiie jobf tthlU «tt«fidlfi§ diists iiid will h$\p in resynt 
prtMcitUn, lflt«fvfeif i«eMlque$ |ir9¥l4e rtftrr^U for 

in Hoon N-ZOO. 

l!*!{fh^^«f lSiS^y.ig>i • This U i re^yfred p4f| of th@ l»f§p 
c©yfs§. Stydents win t)@ fAtgrvitMdd by «n ninsrieiieed 
ifit«rvUt««r for the purpose of pMciicM^ Intefvie^fn? %ki\\% 
covered <n the coyrse in4 fettini feedback on Intervteitf 1)9 
Jtrengthi 4fid wetknesses. fht Slmulittd Inttrvleit ti SSI «« 
ictuil Intern&hfp enployaeftt lAterviet«. it is « utrn-yti or 
prtctfce for ft. 

S»lim • tn eieeptfonil ctses only, the Oivislon of Cooperttlve 
Edyc4t1on iiiy Mitve one or wore of the Cooperdtive Cdyc«tlon 
requirtMentf for the degree. More fnfomatton Is avifUbU fron 
your Coop Ad¥f§or. 

JiaSlk - The prodyctlve yse of tfne which helps to achieve the 
90ils of an organltatlon, either for pay or volyntarily. 



Won return to page 17 and answer the Cylde Statements t>as«d on 
your reading. 
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CAgMsl) ifld proof r»i4 yowr ^ASMtrs. 

I. C«|)U1n the utiftlng of tlit itrm •life ^cconplUhnenl.* 



2. Qfve ihreo e«dmpU$ of poisibU life dcconpl islmiofiti. 
b, 



3. ittt Ihret r<«toflf why the Coot» Pr«p courso dtils wtih your 
llfo iceowpl ithflionts. 



b. 



c. 



imm u m&m ^im un kimmmLm 

VOM fi9i« M«§ « bific ¥fi4«f$l«Mlfi9 Of tilt Co8^ ^r^^riw #M ti@M f| 

All liCtfifdU itydifits, ly| Mhil ifeoyi ^ow, ^tfioiiil}/} Haw 4a 
jfoy $t«rl Id ftrtpirt for j^oyr C09«> tDtfrashlf) ^^e§§t k9f9n4} 
(jf #ff ilrtid/ wdfl^fft^ fffi f§ii iiitt i ciretr, He 

qw9$li9ii Hi list fe$ {liiti *HoM <le jfonti dfltr«Riiiit NlNtrt rm m^ni id 
90 fro« yowr ^resfiii gtoilifon?*) fhU ttt^ims li»#t 

prtpirtllen «r cdretr »(teii«ief!)t bj^ focusinf your \if» 

II f« «C€0«pllsHi«entf cin b« ^^scfl^ed In fliiny ¥i/s. Tlie/ can be 
«etii it MrffffflA ichleir»w»iit»^ fyectff»s^ tijpf IMI 
hMlSi hSM w^***!"^ £S£ m* ^^ejr my tat^«ii plice it hone. In 
fcHtfoU In i Job, tl)rou9li i hobby, connynlty iciltUy, in^Mliere 
— *l i«y line In yoyr life. They «in be Urje or *«iHi 
recosntttd or ynreeognlied by others. The most inportint thing 
Is thit jtiM foynd the experiences to be personilly siiu fyina . 



wtinlnqfttK or fnjey«bl# . Ciimples milght Inslyde: i Job yoy 
held, i project jrou took part In, en iwird yoy recelted, 
gridyitloA fron high school, something yoy leirned, i goil yoy 
reiched, i probltff yo» sol ted, i risk yoy took, i person yoy 
helped, etc. Another wiy of looking it life icconpl Ishmenls Is 
In ter«s of the roles yo« hold {or hive htldj In your life, for 
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««iiift«» ^iMffctif, ii«f|«iii, .B§tNr, itii4tfii« v§\mi§%ft ffltn^, 
tw^toytft, ftc. Ally of tiiist roif$ ^^$«| iiiiffyii,^. 

Mil ^ is klli M IdH Militlilltlilll is £I9| ILlf i 

fhtrt #r« itiret bisic r«iioni thH 5fS5««« will 4f#l ttHk 



U if «itt«r lo tfdil will) the f«i«fs nhtn iff iitift of 
esUUift ««pif«tiice$ in itee pait, Owr iceow^l isliiReiitt 
remind iis tliit «te cin iil^e on ntw etiili^n^ei because «ie Mvt 
ilroidjf f«icce«tf9tf itiiit sene oU onti, m%U it is iimportint 
to look it and profit froii jfo«r nofitlve s«ptr ioncos, ciroer 
punning (incltidtns ypconing intornsliiiis) is *)is«d «ore on 
^liit jfO« can do, tliin en mint yoii c«nH. 

In tlift tkird iossion of Coop ^rep, ion Mill bt gyided 
t»iro»9> 4« •intttfltory* of ntny difforent skills. Yon ft«ill 
idtntify yoor persontl skills by rtt^rrin^ bid to /o»r lift 
icconplfsluaents. After jroo Mve completod tliU two>st9p 
process, relitfns life iccomplfsHfRents to tfee skills 
Inventory, tbe gmfrnt of jroiir strongest skills Mill become 
clearer to jroo. 
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SiiMslstiits iUUi. 

«^f|ii«f |r§« iff ftfiiiii III ffii«rf«$?il|) fisw, i j@g liitr 

tfffctif* t«i9l9r4i«iil iii)ttftif«». fe«f In^sriifti Uff 

«iierl*l$ far IN ln-CUss Acti¥Ui@s *»l»l€»i fisMdw, 
feiil 4o MprI Of) tiitn ii llils limt, 

Wow ret»ir« lo oise U answer tine Cii«ile %UUm9t^u on 



A. uu kill iiititlliliiMi liifi? *«fft. 



flit chin t)tl«« KdJII liflf |^«« (ii IlifffI ft<»f 4C€«»]lM«l«ift#i1l!i 

f#f figl) ttA>#tir fiirUi 9f |i'«r Hit, «t«fr»l»r 



'"iiriiirfiififffsirifiif^ 

|9r i9llti) 



fftri 
4ft 



of 



•r 

Aft 
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8* Describing Your Life Accompl 1 shments 

For the three accomplishments you consider most significant, 
describe In detail what you did. The emphasis should be placed 
on describing j^our actions In the situation, rather than what 
happened to you. Write about your experiences as If you were 
relating them to someone who does not know you at all. Impress 
upon that person whj^ you consider each experience to be an 
accomplishment e.g., you were proud of yourself, you overcame 
a difficulty, solved a problem, eic. In other words, provide the 
reader with the facts as well as your feelings about your 
accomplishments. Each accomplishment should have a title and a 
iOOziSO word narrative. Use complete sentences, writing in 
Standard American English. 

You will write one narrative in class. The other two will be 
completed as part of your homework assignment. 

Read the examples below and then describe any one of your three 
most significant life accomplishments. 

Exampl e 1 : 

Title; First real job. 

P^^*^^^- Mhen I was seventeen, i £ot m^ first real Job. I 
worked as a stock clerk ^n a local supermarket^ after school . At 
linlx i OQlji took items, out of bo xes and £ut them In order on 
she.lvesj. One dajj in December the regular cashier was out 
Sick. The store manager asked me to f nj. in^ 1 was nervous^ but 
once I learned the register. U was easy. 1 was a fast wo rker 
and tried to keeg the customers satisfied. Sometimes they were 
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difficiJlL, but a smile ^oes a ionfl wax^ Ihe next summer the 
iSanafler asked ge If I woi^ de^artwent. I 

had to make sure the food was fresju and serve It courteously. I 
was £roud that I was asked to do these jobs, because U showed 
that ojr mana ger had confidence jji we. 

Exanpl e 2 ; 

T^t^e: Graduating from High School 

Oetalis^ One of rajj greatest accomplishments was graduating from 
Hi3h SchooK Some of rajr friends dropped out of JHah School and 
oilliHi Itere cutting classes aU the time. It took a lot for me 
to iiJck U out^ but I was deter mined to graduate. I worked very 
hard becaus e some subjects, especially Math. were quite 
^ ailiduation da^ 1 was ver^ happy. i won an award 
for singing in the chorus^ Mjyr parents were verjr happy and took 
lots of pictures^ I had achieved a ^oal on mjr own that I never 
thought wo u Id be reached. 
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How it's your turn: 



NANE; 



life Accon pl ishment #1, 

Title ; 

Details: 
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tife Acco«pHshaent 12 WANE; 

Title ; 

OetaJJs: 



L |fe AccowpHshacnt 13 NAHEt 
Title ; 

Oetiils: 



ASSIGHMENT DUE SESSION 3 



1. Goaplete all three Life Accoapl Ishnent nirratfves, pages 39, 
40, and 41. Proofread your work. These Kill be used In 
class and collected at the end of the sessfon. 

2. Read Session 3, pages 45-52, and answer the Gutde Stateaents 
for Session 3, page 43-44, based on your reading. 
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CUlOE STATEMEHTS FOR SESSION 3: IDEMTIPYIWC YOUR SKHLS 

The Guide Stitenents below will help you focus on the reeding 
which follows. Preview the Guide Stateaents now. Vhen you 
conplete the reeding, answer then carefully. Vrlte coaplete 
sentences. In your own words , wherever poislble. Use standard 
English and proofread your answers. 
I. Define the tera -skill.- 



2. Explain the Inportance of knowing what your skills are and 
being able to coanunlcate then to others. 



3. Kane the two basic kinds of skills and give three exanples 
of each. 



b.. 



4. Explain why a student should never say to his/her Coop 
Coordinator: *t have no skills.* 
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5. CxpUffi th« r^sUtlonshlp between ^our life ^cconpl f sbiients 
«nd your slcflls. 
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session li lOEWTIFYtWC YOUR SKf LS 

This stssfon contfnuts your prtparatfon for Cooperative Cducition 
by focusing oa the concept of ikjJii. ActwiMy, the concept of 
skills should not be nen to you. In Freshnen Seminar, you were 
introduced to the terms abilities and skills as part of the unit 
on Self-CxplorattoA. Abilities and skills have basically the 
same meaning. In Coop Prep, tie will use the term skills because 
that is the word most commonly used by employers. 

Skills are the "building blocks" of Jobs, and in turn, careers. 
A student who is "good with words" possesses a skill that can 
help him/her become a teacher, an accountant, a marketing manager 
or a systems analyst. If you know what your skills are. and can 
commuf^^ate them effectively to an employer, your chances of 
being hired for a position increase dramatically. Sadly, the 
reverse is alto true if you don't know what your skills are, 
it's unlikely you will be able to convince an employer that you 
are the right person for an internship, a job. or a promotion. 
Because skills are so Important to your preparation for Coop, we 
will be discussing thtsi throughout this course: in later 
sessians on resune writing, setting learning objectives for your 
internship, and interviewing. 

What It a Skill ? 

There are many ways to describe a skill. For our purposes, the 
term skill will be used in the most general sense possible. One 
expert defines a skill as: 
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*...soattlilii9 thit yott fiivc to my 4«9re« byt not tvtryont 
else In tlie world tfoss. For ex«nple, beins highly 
obttrvifit — lots of othor people irej but wot evoryone 
Is. So If yen ir«, then It Is i skill of y©«r$. Skills 
*rt denoflstrated wbea you ire doing sometiNlog; * 
cipaclty, or « natural gift, or an Instinct, or an 
ability, or an artness, or an eye for, or an ear for, or a 
knack for, or sonethlng you have a good bead for, or a 
proficiency, or a handlness, or a facility, or a i(now>ho«#, 
or fo«e savvy about soiiethlng,...or a strong point, or 
sone quality, etc.* 



Crystal, a.e. and Bolles, R.H., Vliere go i £r^ Here uuh My 
kill Seabury Press, New York, l9747pr^2of. " 
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Us Mill r«t«fn to tiilt dtscrlptlof) ulitfi yon ^«9l«i to Identify 
your tIkllU. 

Tfctrt art also many ways to catesorltc difforont Icinds «f skills. 
0«« approacli divides skills l«to two basic sroaps wfclch are 
called tattrptrsoaal Skills and Tecfcaical Skills . 

Interpersonal skills liave to do witli one's afcility to relate 
tU i ^l £S££l£. These are skills which nest of us think of as 
•personality qualities* or ^character traits.* They include such 
things as how well you set along with others(such as co-workers 
and supervisors), deal with pressure, and take responsibility for 
your acttioos. Interpersonal skills are what employers are 
«escrfbin9 when they say they are looking for someone who is 
eliable, productive, and denonstrate initiative. 

Tecum CAL SKIUS 

Technical skills are the abilities one has developed 13 perform 

ihi iiili mid£fii I2£ i i£i£m£ XtiasiifiA. They're often used 
for dealing with tnforwation and thinqf . Eianples of technical 
iklllf are: ability to operate eouipiient or machines ft. 9., 
typewriter, calculator, or xerox)t end, knowledge of specific 
1 *"9M tm (•.g., Spanish, COiOt) or procedures 
recordkeeping). 
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iUai tm\t o£«ii mmi y^gi*- sfcuit Ar< 

tcrjf ortttA, people arc aniMirt of tlieir oma skiUt, This Is 
btc««is« we rartly stop lo thlnl; aboul our sl^llls Mlille we are 
«si«9 tlieia. tat consider tlie fact tliet tliroDSlioiit oyr Mtes we 
ere consttiitljr dealliifl with people, lAfomatloii. and tfelngs. 
This neais that ell kUi% of Interpersonal skills, end « ntfnber 
of technfcil skills, can be deteloped while 901119 ts school, 
raUI«9 « femijr, hevln9 « hohhy, as well as through work 
experience. Unfortenately, Coop Advisor frequently hear students 
nlnlmUe th«ir experiences, such as previous part-time jobs, 
housework, or blue collar Jobs, thereby overlooking their own use 
©f skllU, 

*n Cxawpl^ of a Person lilth *«o Sknu* 

Consl4er the example of Gloria^, a LaCuardla studeni who tells 
her Coop Advisor: •! have no real skills. Wy only Job has been 
part-time as a sales person in a Department Store.* When asked 
to describe her work, Cleria explains the following: 

•Look, This Is all t do, and all I know how to do. Cvery 
day f: 

— straighten out the sales floor 

— say hello to customers when they come Into my area 

— isk them what they are looking for 

— tell them where to find what they want 
*> answer questions they might have 

give my opinion as to which Items are best 
»• tali the items Cttstomtrs bivt stiteted 
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flgttr« o»l %h9 total hiU 
9it« th* dystontr tk9 biW 
— icf pt pMfmtit l« casi), difck, or crtdit card 
lliainic tits cuftoner 

Yetii $09, t reallj^ Mve mo sliflU.* 

Moil lot's 100% it Gloria's job Ia a dlffertAt wa^. tosioad of 
tfoscritolf}9 li«r 4ytfes, Ut's anal/ie tlit sfcUU site usts In 
perfomlog tttr <«ork. Speclflcalljf^, Mtiat slie does ««ltli poopio 
(lAtorpersofial skills), infornatlon, and ttiliifs ftoctinlcal 
skllis)- 



e 

AdiOtod fron 8o11oi» Tlie THrea tonfts of ttfe and How to 
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i>^scfl|>tl^ of Hit 


f What S»«« Oo«« WJtth iPMii3«| 
















Aik% mh»i tli«y Are 
looking for 


til t«ni c^rtfylly 




TtlU thm «rh«rt l» flmtf 
««}iit ONty w«nt 






Misfit 
















ctrtf^jily 


f^furm mi the toul 




Ums » Cilc^lilor or 


bin 






c»flt^ chcdc, or credit 
cird 




cftan 


Thanxkt Umi 
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Gloria, our part-time sales person actually demonstrated as many 
At £lS^£S skills -■ skills that she could communicate to an 
employer If she were applying for an Internship or a job. Please 
note that the same type of analysis for skills could have been 
based on a non-work example, such as cooking a meal or driving a 
car. So never make the mistake of saying; "I have no skills.** 
The fact Is that you do have certain skills, whatever your work 
background or major at LaGuardIa happens to be. The trick Is to 
Identify them. 

How Can You Identify Your Skills ? 

Many career experts tell us that one of the oest ways to start 
Identifying our skills Is to look at those situations In which we 
feel a sense of enjoyment, satisfaction, and meaning. In other 
words, at our 1 1 fe accompl Ishroents . These experts reason that If 
we consider a particular experience to be Important or 
significant, chances are that our skills are being used. 

In this session of Coop Prep, your Instructor will guide you In 
Identifying your skills based on your life accomplishments. 
Preview the material for the In-Class Activities which follow, 
but do not work on them at this time. 

Now return to page 43 and answer the Guide Statements based on 
your reading. 

IN-CLASS ACTIVITIES FOR SESSION 3 

If your have completed your three life accomplishment narratives, 
you are ready to start Identifying your skills. As you know from 
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thQ reading, your life accompH shwents ire sttuationt in which 
yog «rc very likely to have denonstrated your skills. They 
provide you with the information needed to use the pj^gonal 

On pages 55-57, you will find 62 different skills listed. There 
are 40 Interpersonal Skills and 22 Technical Skills. While this 
might seem like a lengthy list, it is only a fraction of the 
hundreds of different skills which people nay possess. 

Start by writing the tUU of one of your three life 
accomplishments across the top of the chart on page 55, in column 
I. Next, re-read your narrative description of this life 
accomplishment. Hake sure the details are very clear in your 
mind. then, go down the list of 40 Interpersonal Skills. For 
each skill, ask yaurself two questions: MH this accorapl ishraent . 
did I use this skjm^ Ji so^ horn 7" Remember, the definition of 
a skill is quite gener*! . 

SKILL; "Something that you have to any degree, but not 

everyene else in the world does." 

You don't have to be a "master" of the skill in order to say you 
used it. 

If you did use a particular skill, and you can explain to 
yourself, how, place and ^ in column I on the same 1 ine as the 
skin used. If you didn't use a particular skill or can't 
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expYtfn to yourself how it mas used, )edve the s^u4re t>Uni(. 
Follow these steps for the entire Ust of Interpersonal SktUs 
for Life AcconpHshnent II. THen* do the sane thing for the 
entire list of Technical Skills. f<Qte ; If you feel you h«ve 
used Any skills which are not Hstedi add thefs in the sp^ce 
provided. 

Repeat the same procedure for Life Accompl Ishments 12 and 13. 

The previous examples of *'Hy first Real Job** and '^Graduating from 

High School «** pages 37 and 38 are provided as illustrations. 

Vour instructor will give further direction and assistance, if 
needed . 



1 

Based on Bo11es» R.N. and Zenoff, V.B., The Quick-Job Hunting 
*' A Pjst Way to Help , Ten Speed Press, Serkeiey, CaiffornU, 
T5/9, pp.T^7. 
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YOUR UPi ACCOMPLI SHM8MTS 



PERSONAL SKILLS INVENTORY 







1 


2 


3 


INTERPGRSONAL SKILLS (What You Do WMh PmoIoI 












(being) «lort 












(being) eeserttve 






1 


1 




(being) cdim 












conveying wermth/cering/iuppoft 












(being) cooporetlve 












couniellne/guiding otheri 




1 








(being) curious 












drawing people out 












(t>«Ing1 ftnthuflattlc 




1 








{b«lngl firm 




k 








(belngi flttxibta 


X 










h«tpln9^b«lng of servtcs to othors 




1 








(btlngi honttt 










Initiating n«w ldMs/pro}ect» 




1 








iMdlng/dlroctlng others 












llstttning 












(being 1 loyal 












cReking people feel welcome 












motiveting others 












organising others 












(being) patient t 










(being) persistent j 


1 




1 




performing well under pressure t 












planning /making decisions 








■ 








YOUR UPE ACCOMPLISHMENTS 



/ 



peRSONAL SKIltS INVENTOR V 



INTERPgRSONAL SKItLS tWhat You Oo With Paoptal 



Cba^ngl punctual 



C being 1 rdUble 



t bring I tetr-r«liint 



taUlng/ptnuadlng/lofluwcInQ oth«rt 



(Having a| iceniQ of humor 



showing Approcl«tlon 



showing toniliivlt/.to oth«rf 



tiling up poopl«/tltU8tloni 



spMking/|Mirformlng b«for« a group 



(being) tactful 



teaching /training others 



(being) tolerant 



(belnal vertatUe 



AddlUonat SkllUt 






















1 — m . 1 



YOU« Um ACCQMPttSH'McNTS 



*»gRSONAl. SKILLS INVGNTORY 



ERIC. 







1 ' 






(wnsi YOU Do Wiih mrormation 
TECHNICAL SKILLS And Thtft««l 










jinsiyiing/dta^noiJng 












)gi$9Btn|iiing /building /constructing 






1 






booHkMf»lng/kMptng fintncUl rocordt 










budQtUng/mamiglng iMfoey 










cdktitating/compuUnp 










crating /invtnllng 










dMlgntng/AdftptinQ/lmpfovinf} 










— a»Ai 

Milling 


A' 










oxoRiiningrinf pKung 












fiiciff|| or r«piirin9 












nwiQiing wtin c*rw or vpmQ 










fWfllMitlfm aIKa^^I tAA#»ltftAA4i 












X 




■ 






X 





— 






orgdnixing/nitng/t fringing thlngi In ord^r 












paying attrntlon to d^ulU 












probtMH-solvIng 












(knowing] f^^QcmSurm 












rMding 












iMrctilng/ruMf^ng/provldlng InfiMiKMtton 












UHlng Invontory 












writing | 










1 Additional Skillt: 
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Mh9n you h«ve conpUte^ the Persons) SMIU tnv@nlory f^r 
three of your life AcconoUshnents, you mIU be ihle to Identify 
yoyf sklUSt A goo^ way to proeetd Is to look for gat terns. Aft 
there any sMtU which you hive used Ift ill |hrea g| ^r j^Xs 
i£l£SfiUiilflSJQii» If «o. the« hers: 



Chances «re, these are your lironsisii skilU, 

There tre likely to be « number of skllU you h*ve used In t»j2 of 
your life tcconpl Ishnents. tou may feel that jono of them arc 
also strong skills of yours. If so* list them here: 



Finally, are there any skills which were used In only on£ of /our 
life acconpl fshments, but which you consider to be an Important 
skill of yoursT If so» list then here: 



This 1 lit win b£ collected at the ^nd of tM$ session . 
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To Sfitiiiiirtff, fdeniifytng yoyr sMtIs Is 4fl tuportifll first %l§p 
If! pr^pifint for youf Coap Iftternstilpi 4n4 f§r e#f#tr pUnninf 
beyond LiCuirdU. Out »i«a«ifl9 ^^^^i yowr sMIU iff, i$ only # 
P#rt of this Urger process. row nwu «Uo be #b1e to 
£igaiml£iie tH#p t§ poitntfil twpls^tn §fffcu*tijf in ^rUIng 
*nd Ofilly. T|»e next session of Coop Prep df*U with how yoy cin 
effectively connunlcite 4boyt yoyrscU in writing, through the 
use of 4 resMwe. 

MiiSSlilill euc SES SIOH 4 

1. Read Session 4, piges 6O«04 tnd answer the Guide Stilenents, 
P4ge 59. b«sed on your reading. 

2. Be sure to cone to the ne«t session of Coop Prep with the 
Prelininary Drift of your resume (pages 82-84) £2a£i£i£l» 
This will enable you to nake the best use of the class tiae. 
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SIM uMmm m umm a mim tm mm 

TH« Culde Sidtenfifitf b»1ow mHI help you focus on ih@ rei^fiif 
tfhUh foUdns. Pr«vfeM this 6yfde SliteiotnU now, MHen 

Ubtl the folloMint) $t4teiieAt« 4i Tru» (t) «r rtUt (f ). 

»«-^»=-^• Cuploj^Sfs ftntfiiny sptn^ # frtit 4%^\ 9f ffi^fnf 

iA iippi fc«nt*$ fftsw^f* 
— 4ppe«r4iice of yowr ro»yiie Is unln^ortint; U*s »«h«i 

you've dons thtt counti. 

Mike your resume iS long ts possible >- the n>or« 
Infornitlon the better. 
»^..>»„.^< » ti'rors on your retume «in be wore notUeiJ thin your 
strong points. 

The tnfornatlon you provide should be Cirefully 
selected with the reader In mini. 

^« The best formt for all people to use Is the functional 

resune. 

^* Cleir, concise, ind positive stitenents 4r« most 

effective le describing your bickground. 
^- Wh«t you Include In your r«fune often depends on xhit 
•«*ork$ In your fivor.* 
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imm ii mim im mm 

comH net cone up Mttti « betttr word of Its own. ittMw^n u 

kee« ctlltd i Hrsofi«1 4it# slitet or ptfstn^l recer^. We'll |9 

4lon| wUii tUt niJOfUjf ind reftr tw U is i re§v«if» 

A rf«Miie if Indeed 4 mnm^rf of certain iipect* of yewr Hftj 
those o#u present ictlwHies, icconpl U^nents in4 still imi 
Mill enible 4 potentl«l employer to determine ^hetiier yoy ^rt ttee 
fifht person for « pirilcular f)»cUlen. 

Ml»y sitould tliit be dlfflcuU 10 pr^pireJ Aside froiB q«estlons of 
Appeirtnce ind formt, Mhich i«in be discussed liter on, the 
?re*t dIfftcuU/ In preptrlnf 4 good f?3M«f is thai it must 
satisfy tMo very different sets of needs: 

lour need is to ^Ive the employer «s wye* infomttion i% 
possibltt About yourself In order to miku 4 convincing case 
of your ability to -do the job,* At the same time that you 
»t«nt to be as detailed «s pessibU, the employer's very 
different requirements must be taken Into account. 

Ih£ ?mpl <^ytr or InttrvUuer neodf to be able to slim through 
« resume, grass* the essemttal information* and absorb u In 
*s short a time as posslblo, Hom much tlmt is that? 
Amatinsly, U may be no wore than thirty seconds to a 
minute, 
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flf«l, *i # fly^tit foffif f«f ill lnt«rnstitp ifl|«fyf$i«, 

win i?^Mf f©|«.ffi§ #.f^^ |Hf U S«|.|Sf y|t,i*#f , f*)^| 

*t &th»r lim% in pour c^r^er, Mtitn yoi* |)t ipolj^fA^ f©f 
Dftf you ifa4 # rt$«i4i@ together ulih 4 c®wtr 

t«499erii<9n« f«Mf rtsime «iy b@ ©ne of h^imdrtds, io t»i#i 
«9ilA tiie f«4d«r cin 4ttot« only # mlntmuai 4fi9ynt of lime of 
U. 

Frew these sUvitfoDS, it ii cUtr tuttj 

jfour rtSMBit oust bo desfgntd ¥fsa#n/ to proitut tlie 
inportifit fdctf to the eye« of the roi^tr^ 

" the Un9u«fs used must be $l«ple yet strong OAOwgh to 
fnpresf itself on the nini of the reader. 
00 ofstj^ef or flopplness should be allowed to distr4ct 
either the eyes or the wind of the reiser. 

For the enployer or iotervieMer, the resume profldes the first 
Slinpse of whit llod of person you *re, Li%e your 9m 
ippeir«Ace, it must fir£££«| mt im* 
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3. ItifS in«f9in« 9f ifegai on ^^^^^ U^^^ 

ii«j«S 9f Ihe |»^9t« 4 sliiilUr §t iJit lop boll9# 

^, fry to U,«u |.o«f fe$^^i«e lo a«S liat ti: a-Siiii^i-lilf EtSti 
it fliost. (if j^oy do ^i¥t i Second 9i9t, »t swrs lo ftpt#i 
j^owf Aime it tilt too *«i flwnlifr tlie pi^os 2, Oo iiot nunbt* 
tJio first f»i9f.^ 

5l«fl« error «*y cill iiore ittenltoR lo ttstlf tNtn i«/ nf 

your 4CCO«0l iSiMDfifllS, 

i. Timers siieuU «o iiiifels t'-^^^r^f «« t res««e b^in^ 
sobnUled to « polontiil oi»olojfer. N tN ttent thit «ia 
error occors Mldle tjrpiiif tlit orl^lnil cop/ of yowr r#stf«>«, 
iiso « -mgid erisor* or *»*lin« oof to wrefofly m^ks 
corrtctfons. 0«ce coaplotod dud ^f»ofr«i4, mal^o sewer#l 
food ^w«1Ujf xerox copies of tlie orisinaU l« the f«*t«ir^. 
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fht r«r«#l »f 4 ftiwiK^ is lite U U tOiSllfiA III 

Ml Mi ®* tl^^ P<f^» Ihtrf U # 5ff#t iefe#lf §*ff wteti H 

recent 4n4 eii4i«f will* tJie Uist rtctfll, li 4U« l«5U4«t 
r«fsf«flce$. I»ils Is out ®f iiJf freest pnmi f9r,»*t$. 

lt»*l Ifefy f*i*g comntoA. F*4f *«§ril«5 Mltih 

dilldreA," »r *itei»lfif fimm^A} itc^Hs.* ©alts ie>« 

IficlMded it ihe entf, Tihij fof^it is i^pit^Uf fe/ 

P99$\9 Mh9 Hit* i Iii9»ilf fifffi iei» ihlsurf »«iS tlhast wife© 

art liUr«fted l« cMasid^ ciretrt, tu strtiif p§i«t i$ 

tHt It SHiMiirUes « broad t»ic»(9fo«i»d and fdciises It on tN 
position you are afplj^las for. 

On pates jrow vin riAd $an|)lfs i>r tDe 

lilstorlciil/€lirono109lcil and r««cil9ea) fon«ats. 

er|c ®^ 



Mm. ill Mtiii ... 

fiifSI. Clffftflii' c««li'4er liie f4cil l*it. «iM ^t**) 

-» ett«f#l#»f r§%4m t§r9Ml itst s«Ui ytiur fift^js. f#t^ 

10 or|i«l«t ilif §t€lt«its of fo«r rei*wit so iliti im 

Cfltlcil liiferwitio* oiii iiit ^t^f f©f rtiDtr 

lotUfS i«itf/or efiitrliiiiDs to Ciref»l1^ MtM iittAttio« to 
tie «ioit tm»9fUmt lntf^rmftUm,) 

l99k tfilA ot ihi ferieiif of tN 94«plo r«$#»fs ©• ^tfts 
ilotlee kew Oijlly fOf ci« rtii tit tmpsn^m f Rfor^itfo*. 




No matter which format you choose or how well you wrfte your 
resume, someone Is bound to cone along and tell you a "better 
way." There is no "one" best way. The Important thing is that 
you fully understand whj^ you choose to put (or omit) something on 
your resume, so that you can feel confident when someone 
criticizes your approach. 

HIlii Shoul d You Include In a Resume ? 

Even though there are differing opinions, most employment experts 
should probably agree with the following list of items, when 
advising people on what to include in a resume: 
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A (yviways Incl ude) 


B (Sometimes Include) 


1 C f Never Include) 




Objective 


1 Date of Birth 


nuu re 55 


Rel evant course work 


Harltal Status 


leiepnone Nunber 


High School education 


Weight 


College education 


Memberships 


Eye/hair color 


Honors 


Hobbles/ Interests 


Race 


Horic experience 

Skills ( technical 
and Interpersonal) 

References ; 
reference 
s'ta temen t 


Extracurrlcula/ 
community activities 1 


Rel Iglon 
Sex 

Health 

Number of children 

Salary/Income 

Social Security number 



Column A lists Items that should always appear on a resume. They 
provide the basic Information that any employer needs In order to 
consider an applicant for a position. 



Column B lists items that can sometimes appear on a resume. They 
should be included U ^ decide that they work in your favor and 
are relevant to the position for which you are applying. 

Column C lists items that should ne." - ippear on a resume. These 
items do not provide information that is relevant to an employer 
selecting you for a position. More often than not, these items 
can be used to "screen y , out" in a discriminatory manner. 
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Writing the PreHwInary Draft of Your Resuwe 

Now that you understand the basic purpose of a resumet and 
realize the Importance of preparing and planning your approach, 
you will write a Prel Imlnary D ra ft of your own resume. We have 
provided sect1on->by-sect1on instruction and an outline for you to 
follow* The format used is the historical/chronological 
described previously. We recommend it because It presents 
information in a very clea'r and organized fashion. Al 1 students 
should compl e te the grgl Ifgl nary pjra f t^ as outl ined on fiafles g^x 
§lx §li before the next session of Coop Pre p. (If you believe 
that a functional format or different categories of information 
are better suited to your needs, speak to your Coop Prep 
1 nstructor » ) 

Before reading the instructions below, turn to pages 82-84 and 
look over the outline for the Prel itni nary Draft of You r Resume. 
Also, look at the sample resumes on pages 79-81* 

Next, read the Instructions for the first section of the resume 
entitled HEAPING ^ Fill in the corresponding section in the 
Preliminary Draft. Refer back to the instructions if you have 
any questions. Continue in the same way for each section of the 
resume, first reading the instructions and then filling in the 
corresponding section of the outline. 

If the instructions do not answer some of your questions. Jot 
them down on the draft and ask them in class. 
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Renenber to fill in the Prelfnlnary Drift conpletely before the 
next session of Coop Prep. 
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INSTRUCTIOHS 

HEADING 

It Is not necessary to put the word 'resume" at the top of the 
page. Just begin with your nane, conplete address «Uh zip code, 
and telephone number, Including area code. Put this information 
at the top center of the page, starting about one Inch fro« the 
top: 

HARIE HERNANDEZ 
54-25 unlets Point Boulevard 
Flushing. New York 11365 
(718) 537-4S36 

Some people like to put their names entirely In capital letters, 
for a point of emphasis. It's up to you. 

OBJECTIVE (Optional . but recommended) 

Your objective Is the position that you Mould like to obtain. 
Try to state your objective in both specific and general terms: 
It should be specific enough to provide a focus, but general 
enough so that you don't rule out possibilities that you would 
consider. 

For example. Secretary \n an advertising firm 1$ too specific, 
especially if you would also consider working In a public 
relations firm. Therefore, a better objective might be: A 
position as a secretary in advertising or a related field. 
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On the other h«nd, A poti tion reUted to business is too senertl , 

bec«use it shows no direction or purpost to tihit you 4r« looklns 

for. sone better possibilities are: 

To obtain a position as an administrative assistant in a 
business office. 

A position as a sales clerk In a retail store. 

A position in a banking envlronaent where I can apply ny 
coanuni cation and aathenatlcal skills. 

An objective should be fraaed with the position you are now 
«PP»ylng for (internship), rather than as a long-range career 
goal. For instanc\e. If you do not yet have the skills to be a 
fuM-fledged coaputer progranner, your present objective alght 
be: 

A position as a progranner trainee. 

An entry level position In the accounting field. 

If you have no idea what kind of position Clnternship) you want 
at this time, do not include an objective In your resume. In any 
case, an objective should not state that you want a position to 
gain experience In a field or to improve certain skills. An 
enployer Is not interested in what the position will do for you, 
but what kind of Job you can do for the flrn. However, you can 
say that your objective is to use or apply certain skills In a 
particular setting. For example: 

%n entry-level position in banking where I can apply my 
mathematical skills, 

A POf^tion as a computer operator trainee where I can apply 

technical skills. ' 
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Hifil Cones HgKt ? 

Here yon have a choice between Experience and Education, 
dependifls upon uhlch you want enphaslzed. If you have extensive 
experience directly related to your objective, then your work 
experience should coae first. If, hoMever, your education has 
provided you with aost of your knowledge relevant to the 
potential position, put that first on your resume. 

EOUCATIOH 

Your laost recent schooling coaes first . Uhat you are studying 
now at LaGuardIa Is of greater Interest to your prospective 
enployer because it Is obviously on a higher level than what you 
nay have learned in high school. 

Col lege 

1. Give the name of the college and the city and state it is 
located in. 

2. State your aajor. 

3. Indicate the degree that you expect to achieve and the 
nunber of credits you have actually conpleted. 

4. List any awards or honors you nay have received, such as 
being on the Dean's list. 

5. An excellent way of showing that you have sone background in 
your field of interest is by Including the relevaU 
coursework that you have taken. This is especially true If 
you do not h«ve any work experience in your chosen area. 
Oon't Halt the courses you list here to only those which 
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*re part of your ■•Jor. Include «ny courses that are 
related to the type of position you are applying for. For 
exaaple. If you are looking for a position In conputer 
operations, you Mould of course list Introduction to Data 
Processing «nd Operating Systens. 8ut also reaeaber to 
Include a Math course or a typing course (for a data entry 
position) If you have taken then. If your objective Is a 
secretarial position, besides your typing and stenography 
courses, don't forget to add those In Business, Accounting, 
or Oral Coninunlcatlons that you nay have taken. 

Mere Is the foraat to be followed for Education: 

LaCuardIa Coaaunlty College 
long Island City. Mew York 

Hajor: Liberal Arts - Matural and Applied Science 

Have coapleted 24 credits towards Associate of Science 

Degree 
Honors: Dean's List 

Relevant Coursework; Biology I and II, Cheat stry I, 
Calculus I. Writing a Research Paper ' * 

High School (Optional) 

Since you are now In college, It Is assuned that you have 
graduated froa high school so that, strictly speaking, It Is not 
even necessary to list your high school. If your career Is 
already underway, your work experience and higher education will 
be your aost laportant qualifications. You aight want to list 
your high school If you took any courses relevant to your 
objective or If you won any awards. If you obtained a General 
Equivalency Olploaa fG.E.O.) , It Is not necessary to Indicate 
this on your resuae. Just oalt any aentlon of high school. 
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The rornit for infornttion ibout your high school education fs 
essentUlly the s«ae 4S the one for your college d«t«. 

Crover Cleveland High School 

Brooklyn, Ne%f York 

Honors: Typing certificate 

(te)eyant courseMork: Typing* Accounting 
EXPERIEWCE 

Here too, you s|art with ;^our nost recent pc si tion and Ust the 
others going backwards in time. Tour fir&t J^b Motild thws be at 
the botton of the list. Oon't forget to include part-tiise, 
suianer, and/or volunteer work. 

«h«t If you were out of the job aarkst for a while? 

You should also fill In the chronological gaps that nfght ^pptir 
In your experience. For exanple, a 40nan who began working after 
high school ardy have Interrupted her tine in the Job narket to 
raise a fanlly and look after her hone. She can Indicate this In 
the following nanner: 

1/72 - 3/80 Honenaker 

For Each Jobj^ Indicate ; 

^* O^tes worked - tt Is usual to indicate both the nonth and 
year you started on the Job and the nonth and year you left. 
If you worked during the suomer you need say only: 
Sunner 1980. 

^* ^"Ploygr - Give the name of the company ^organisation J| and 
the city and state where located. 
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3. <ish TltU - This gives iht fe«d«r « quick Hea of your 
cxpsritnce. tf your Job h«d no titt«, *cre«te* o»e tMt Is 
Most In line with your objective, for exaaple, Clertcil 
Assistant, Assistant to the Nenager, etc. fThe Job title 
goes ynd»r the enployer's neme ind should be underlined.) 
^» l^mt *ctm1 dittos 2^ the specific responsl hH Itlcs ^ thit 
^OJ jt£S, oo** perforwlao or perforiw ed in the pist . 

When describing your responsibilities do not use the 
word '"t* since It would have to be repeated so oiny 
tines. Here It one cA«e where i sentence without a 
subject Is icceptAble! 

Use specific "*ction" verb phrtses to describe your 

work. For example, Instead of ^genertl office work,* 

try to describe e«ch of your actual tasks, such e$: 

Responsibilities Inctude(d) nailing brochures, 
checking Invoices, and greeting clients. 

?ay attention to the proper tense In describing your 

duties. Use the present tense for a position you 

currently hold, the past tense for a previous Job. 

A key step Is to refine your job description so that they present 

your experience as advantageously as possible to your potential 

enployer. study the following list of "Action" Verb Phrases and 

rywrl^g any of your Job descriptions which are too vague or 

general. Wherever possible, enphaslie the actual ritsul ts and 

acc9Bipl lsh«gn|4^ of your work. For exanple: 

Reorganized departnent* $ filing systen which Inproved staff 
efficiency. 
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or 

Sold ipproiclii«Uly SSOO itortli of m^n's clothing p«r i#eel. 

or 

Uon Te1l«r-of-£he.Nonth «w«rd 
or 

Pliflued reereitloiiil activities for 200 children ages 3-7. 

note hoti the folloMing formtt illows the reader to grasp the 

essential infomatlon qylc^ly; 

UPERIENCg 

1/80 - Present Paula's Boutique - Flushing, Ht^ ^ork 

'^^pfryqn • Responsibilities Include 
customer sales, stock and Inventory 
work, ticketing nerchandise and 
operating cash register. 

5/79 » 9/79 caiip Myatt - Hunter, Hew York 

Counselor - Ref ^^nslbil i ties included 
superv]$Tng a group of six children, ages 
lllh it «»"P activities such as SMinning, 
Softball, hiking and boating. 

SKItLS 

This category gives you an opportunity to Mention any special 
Skills which were not Included In your Job descriptions so tfcat 
you want to highlight. Refer back to your Personal Skills 
lil^L&Qi&rx* P*ge$ 55-57, In Session 3 to help you here. 

i« Tochnl^f 1 Skilly * 

List the ftichlnes or eguipnent you know how to operate, %uu. 
as thi typewriter, calculator, or xerox Machine, (for data 
processing hardware, give the Manufacturer's naae and iao4el 
«uiiber, e.g., UN Keypunch 029.) Under the Skills heading. 
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you should Indicittc your typlAf speed, let's say, 40 *»tH«. 
If yo«i type less then 30 words per mlnviite, ^nd an be 
eccurete (slowly), $4y "Llfht ty^ln^.* If yo - iNave reached 
4 900d speed In stenograpliy* yow should mefllfon thit to?, 
80*100 wj^n. 

Also, fiidlcite any lawgaages yon miiy kiae** besides EnfllsD) ©r 
^nj' iE^y.iI e£miy£i£ Mou can follow that *»§re not 
mentioned above (e.g., emergency life saving or first aid). 

tour job description nay have Included the fact that you 
^RSMered tls« telephoDt In ©fflcg, fisat, u *»oald nst 
state that the telephone Mas constantly ringing jod you h#d 
other duties to perform. In sjiite of the pressure, you 
found yoa «ere eble to do very nell. mrefore, under 
skills you night mention: 

Uark wrell under pressure 
Ifl H!iii ^titt HasOl Skills §t Ulildl 

That depends on the type of position for which you *re applying. 
If you Mill be working In an organliatlon where Spanish is 
spoken, your iLnowledge of that language should come first. If 
you expect to be doing office work, you might want to list the 
machines you can operate. Mere Is one possible way of list«ng 
skills: 
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SKtUS 



NichiA«s: Xerox, Olctapltofi«, CilcyUtor 

L4n9«i«9e: fluent SpioUli 

Cenpese om« ibtfsifiets letters 
Verl: Melt mndtr pressure 

iote thit for skills, *$ for job detles, jresj should oimlt tibe *I* 
sybject of your sentences. Nowever, the terfcs for «ll skills «rf 
jImjjts MfUteA In tl«e present tense. 

E»T«ACUa«li;i^Ug ACTIVITtC^ (Qptlonil ) 

nis citegory can also ibe titled HCWB£«SHin if you ire listing 
clybs or organitetfon^ yo« belonf(sd) to or |llT£g|STS If you 4re 
listlns bobbles or activities tbat yoy participate In. 

extracurricular activities tbat de^ionstrate some organljation or 
leedersbip ibtllty sbould deflnitel/ be nentlonti. fknf volunteer 
or cononttAlty iMork titat tfas not Included under tupeflence H also 
ipproprlatc bere: 

Treasurer, Accounting club at iaCuardia Comnunity College 
OrganUed e rock iitfsic band in Hf^li School 
Fund raiser for Cancer Care in Queens, NY 

A few interests (9r hobbies nay be included but again ask yourself 
whether they Improve the picture of yourself that your resume Is 
presenting or Mhether they detract frow It. Partying or looking 
at television nil I <»ardly improve your image. Some good 
possibilities are: camping, playing a musical Instrument, 
swimming, sewing, playing basketball, etc. 
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««r«r«flc«s 4r« fianes ©f ptopU mI»o can supply some po^itWg «iid 

ft 1$ flat f».fSf11f*-y to 9lft tilt flimes of jroiir reftrtAcos In ^our 
r«s«iiie. All yo)0 lo stito Is: 

ffitmisfieis upsii reqiiest 
or 

Av4iit<it»)e iHpofl rieiautst 

«o<#Ofer. j^eu %HuU titwe in fnind it le**t tttree reforences si«c© 
yott «iH be Asted for tt^em i«heii fnn«f oitt «« eiiipU^e«t 
a|»l>llc4tloii, Thssf slioald i»t forsBsr ©r prassnt s^psrtls^irs «f 
employers, and «t loist one imstructor mIio Ihoms yot^r worik well. 
H if 9904 idei to get f« to«^el^ Mftli the people yow i«teiid to 
9lyo 4$ r«f#rtAcos *«d re«jyt*i ptrnissfo* to w$« their mm9%, 
f^H «Uo tti»5 tlie efftct of fe>nil«dl«9 thm mhp yon are. 
Sometlwies, flr^nt also wiat « ptrsonal rer«r««ct, a frioftd #»»o thus 
lnoiffl yo0 for some time 4>«d €i«i vo«c«i for jro»r cliir#cter. Tills 
should preferably it a aaiurt person, ««lie <$ not a nember of your 
fanHy. 

90ifl9 OA an lAtorvleM, naie suro you tal^e alofi9 the names, 
addresses, and ttteptione nunbtn of th« people you plan t» us« as 
re ferences* 

tUlU ^ Umlsm %H tL^LiBlMSX Still of xasi£ rtiime,^ |^r» 
iaiia ii thi iam£l£ «« E£ai a i£i £2.t£tl£ ii jsllh o^ 

?!»ls ijye «s£smar iliuitai sj: ^lisum^ wo|e ni>e$Mogs ^ 
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XfiX M iii 1* Sllii* ^<^t U'CUsf ictlvlt^ for 

stitlOA of Coop rrop will Ml 9 f9m to r«vtt*i 4«i rtfl«9 
frtlinlA^r/ Or^ft, 



«titt 

iroir 



iOM rttttm to $9 ««« tnsi^fr t»is SsHo Stit»»t«t$ ^tsti on 
/Oiir rti^img. 
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LESLIE AOAHS 
323 East 18tn Street 
New York. New York 10024 
(212) 326-4097 



fiEjjjfiXiyi To obtd(n an entry-level position In banking 

where I can f^^ply ray mathematteal 
sktUs. 



EDUCATION 

9/83 - Present LaGudrdU Community College 

Long Island CUy, New York 
Major: Business Administration 
Have completed 21 credits toward 
Associate in Science Degree 
Dean*s List 

Rfelevant coursework: Introduction to 
Business, Principles of Management. 
Accounting I and 11, Writing for 

lousiness 



Essex Manufacturers - New York, New York 
Fi gure Clerk - Responsibilities Include 
calculating daily sales and returns, 
completing monthly reports, filling new 
orders and answering telephone requests. 

Montoro Supermarket - Astoria, New York 
Cashier - Responsibilities included 
ri ngl ng up sales, packaging 
merchandising and closing out register. 



Knowledge of adding machine and 

cal cul ator 
Tactful in dealing with others 
^luent In Spanish 

Active member of LaGuardla student 
Association 

Voluntary Nurse's Aide at Bellevue 
Hospital 

Sing In St. Peters Church Choir 
Available upon request 



EX PERIENC E 
8/83 - Present 



6/82 . 7/83 



SKILLS 



EXTRACURRICULAR 

AcTivrms 



REFERENCES 
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LESUIE AOANS 

332 East IQth Street 

Now York, New York 10024 

(212) 326-4097 

OBJECTXye 

To obtain an entry level poiltlon In banking where I can apply my 
matnemaf <cal an(^ communication skills. 

EDUCATjON 

September 1983 - Pr« .cr^t 

LaGuar^lla Coraraunlt^ College - Long Island City, New Yo> 

Have fi«pUted 21 * sdlts toward Associate In Science Oeyree in 

Business A<Jiiinl$»,ration. 

Relevant coursrtvork: introduction to Business, Principles of 
Hanagemrnt, Ac ounting I and 11, Writing for Business. 

jXPERlEHCE 

August 1903 - Prcscrtt 

Essex Manufacturers - New York, New York 

Cle k - Responsibilities include calculating daily sales 
and return , completing nonthly reports, filling new orders and 
answering telephone requests, 

July 1982 - June 1983 

Hontore Supermarket - Astoria, New York 

Ca shief - Rf>&pons1bn i ties Included ringing up sales, packaging 
mcrchandf and closing out register. 

SKILLS 

Knowledge of adding machine and calculator 
Tactful in dealing with others 
Fluent in Spanish 

EXTRACURRICULAR ACTIVITIES 

Active member of LaGuardia Student Association 
Voluntary Nurse's Aide at Bellcvue Hospital 
Sing in St. Peters Church Choir 

REFERENCES 

Available upon request 
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JOHN THOMAS 
6S-19 37th Avenue 
Jdckson Heights, New York lU? 
(718) 917-0341 



A position «s an dssistdnt store manager in a large retail 
operation. 

t!aaaae«ent . Mas responsible for the operation of a variety of 
retail merchandise departments. Involved the supervision of 7-15 
employees, delegating duties, assigning work shifts, writing 
employee evaluations, planning merchandise layout on sales floor, 
and Insuring effective customer service. • 

IfilLialatJC, Control - Organized and maintained inventory control 
systems along with the supervision of Inventory staff. Have a 
working knowledge of inventory procedures Including audit and 
running Inventory, requisition, and supply procedures. 

Sligi - Developed an excellent sales ability through extensive 
work with customers In numerous merchandise areas. 

EHPLfiYERS 

August. 1977 - Present 

Syms Clothing Store - Haw Vork. New York 

May. 1971 - July 1977 

Alexander's Department Store - Rego Park. New York 
EDUCATION 

September, 1982 - Present 

LaGuardia Conmunlty College - Long Island City, New York 

Have completed 48 credits toward Associate In Science degree In 

Business Administration. 

REFERE NCES 

Available upon request 
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PREIIHINARY DRAFT OF YOUR RESUHC 



Refer to the Instructions on pages 60«77 and the ssjfipl© resuwe on 



Jyour flawe) 

^(street address) • 

.(city, stdte and zip code) 

(telephone number including* 
irea code) 



OBJECTIVE 



(Optional out rccoenended) 



EDUCATION 



/ - present LaCuardia Com«gnity College 

Long Island City, How York 



Major: 

Have completed credits toward 

Associate of ^ Degree 

Honors ; 

Revelant coursework: 



(Optional ) 

/ - / 

no. yr. mo, yr. 



_nane of high school 
city and state 



Honors : 



EXPERIENCE Remeaber to list the most recent position first and go 
backwards In time. ' ^ 

/ - / . 

m. yr. mo. yr. (naoe or coapanyr* (city and state) — 
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(de^firife© your respons ibTlTtTes 3 



no.yr. no.yr. 



(nafflc of conpdnyj 



7?escrTFe~your r e s p 0 n s i TfTTt TiesT 



ao.yr. no(yr. 



of coiapjioy, 



*fJoK"tTtTiy" 



/describe your responsl&lTTtTes) 



CContlnue thU foraat on the back of the page if you h«ve h«d more tnan 
three jobs.) 

Hlkkl in their order of laportance to your objective) 
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>w m m >w m\ mar in ii m nri i uj iiii * mri T t iii i ■*>iw»*i t>«nf >'wii».— 
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Now thit j^ay h»v@ eowpUltd tht Pf#H«il«>«py Drift yoMf rtsumt, 
the next u«p win b§ to r§vU»* tho J»»for«#tion you havt gathertd 
«nd check U$ eonpletene^ , its relevifice to your oyectlye, #nd 
fti iccypic^t 

As yoyr Instructop dUcusse? §jch section of the rtsynt, check 
your PrtiMmimry Dnft to set thit you h«v© Included jMl the 
ZSSS^HtX Inforwdtlon. ind ^nXj, the «iterl«l ithUh is rHevgnt to 
your objective. Hake certiin that you have given accurate data. 
Also ask any queUlons you »«y h# « Jotted down while fUHng In 
the Prel Ininary Draft. 

Refer to this Ma when you write the Job descriptions for your 
resune, U »»J 1 e^ubU you to be clear, concise, «nd posUlve In 
your descrtptlons. The list wHl give you ex«np1es of phrases 
that enphasiz* the dltions. you ftngagetd) In to carry out your 

war St , 

The list Is organized according to typical 40b situations which 
Winy L«Cuardla students have had. HoKever, don't li«U yourself 
to these soggestSons. if you have oth*»r good "action* verb 
phrites that better describe your work, by «n means use the«! 
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mmmm 

ConpHIno the piyroU, Invoices* §u. 
Keeping looks, fimncHX records, 

ledgers, etc. 
Posting eecoMnts 

Cptritmg CdUuUter. dd^lntt mtchines, 
etc* 



akim ANfi Milk MsiK 

filing leiters.ltvolces, orders, etc. 
M4lnt«fning flllns systen 
OrgenUIng filing systee 
Keeping records yp to ddU 
Sorting out n«l] 
Distributing aiiil 



Ordering supplies 
Pjrch«sfng supplies 

CHecMng shipping lists. Invoices, etc 
Keeping Inventory records 
Tiking Invenfory 
Foil Oiling up ^riers 

Uhllx m AH KfMi SS A sr|R| 

Selling nerchindlse 
Recording seles 
Operating c#sh register 
Soliciting orders ovet tf*« dhone 
Talcing cesh 
Serving custoners 
Pricing nerchendlse 
Arrenging itens on shelves 
Hindi ing cowplelnts 
B«linclng cash it end of diy 
Procesftng orders or cletas 



^§celyfng vUnors 

Screening visliors 

AMSM^ring questions or Inquiries 

OirecUng visitors 

Answering teltphont 

lUndHng swUchboifd 

Having telephone calls 

Talking orders over the phone 

Placing orders over the phone 

MCBiiMiAt MIRK tm mm 

Taking dictation 
Typing Niters, menoranda, 
charts, etc. 
Cowposing own letters 
Making reservations 
S(He<£uling appointnents 
5i!tt tne up neetings 
derating dictaphone 
Filing out legal docunents 
fraofreading docuiaents 
Edging do<:ii«ief^ts 

H^i^Al SjJIiArx^NS 

Supervising other people 
Devising a system 
Initiating a progrioi 
Prop©! ing improvciieUs 
Coordinating a program, project 

AS A CAHg COUNSCIOR 

Organising trips, recreational 

activities 
Supervising children, other 

counselors 
teaching st«i«iA{ng, crafts, etc. 
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III imm i 

l« the d$$t9nne««t -hieh fondKS, you wU) «s§ lUt Pfelinijft^ry 
Drift a the b«slf f©f eewpUlifls the fim typiwpUte« ^f«ft ©f 
yewr triune. 

ff^lr^l^^l! gifts r™ - ^ SlH££ fenoiis 5t^p5 

££atl!:td tfMr Eceii uaioe nr^n 

Sefere you bftgifl l/pl«g, EteaJt^tli h#rtd*irutfft 

s»"(J ^ i«)tt fro» one of yoyr 
wrHin^ cour4«& wherever neces9i4ry. Piy p^rtleuUr 
attention to proper *ert} tenses , the correct ys© of 
ptrltds, cowfnii, 4nd capttil letters, tnd of coyirse. 
perfect tpelMn^. u is §a$(er to corrections 
bsfore you btffa tyoln^ thin to mike then yoy type, 

tos lair Lira aiiit 

A$ yew copy >OMr Prellminiry Or^ft, refer to thit mnpXo 
SHIM on pi«t 79, This Mill give yo« #n idoi of hoM 
to Uy owt ttee fsr««t for /our resume, md Mhii the 
finished prodyct should loo*, like. 

PfOOfrtad Your T^p^d first Draft 

Mow ^r<>ofrfid jrour typed first draft, following the 
Checklist on page 89. Chetk off each Item as you 
proofread. If you have errors and ca«not erase ihem 
cleanly, retype the draft and proofreai afaln. 
nnally sifn the stat.iaent at the tni of the 

87 



M«U5S the itgfl*i4 Pf©9fr§id<nf Check! Hi is ^u^eh^ij. 
Veuf iftsiructor ♦#111 review yo«r rtsuiie and fec9wi«§fl^ 

I© whtthsfr or not 4 $«c«iid draft u n«cti»S4ry, 

Session 5, Sg.^i , im^^r th« OMiile %i4i§i!>mi% i^.e 
Session S, p4f§ 90. 9i, bis§i3 on /our reading. 




CHICK 



««^i»^Mit%''« ti'lN^^^^ 



COMMIIiTtlltlMivl 



12 



1^ 



13 



14 



15 



I I 



v«i«r f^Mw* f«9«^ •wMsr ! i«»v« P^m w*kt »%m ^« 

^f»*r f»0i^sMil lr«W*#w, 

* »f«»«tf <tfifi 10 S,,,^,^ 1^,^^ 



mm mmim im imm u. mm. mm. mm (tmLL) 

the Gui^t §uiti«f<iis k§\§^ win Hetip fecys f$#4||i^^ 



3. r«l@t)Mf/ t»»§ lt*fte miijer types i.>f ntfiJs iUcMSst^ In 

^tm I I, I ^ iii j imi m nf ~ i Li m ; H m i m ji i j ii f • H m i ' W 1 m m m m m i nm ■ 



- -- ■■ ...„.., - ««tdS 
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ttiKfif Career Hfe pUmSt 
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l!h# t>l««f$ 4S i $«Cif5«* -.fffr, i «ist isti 

*«§w§fff , If ^ „9f« ^fee^i ^gg^j ^g^j ^^^^ 

U iii{»ossflii« to stiisfi^ ^ of ^h«lf i«esiS« ilira«»sh «erM«s, 

4isc«« tlirM »tj©r typti Uf iAi fco»t ^tepi^ .g^^ $#ti§fy 

tUtie «.td* l« o« Of ^9rkpU,9, H ii£ |S£ H££Sa 
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whi£h USl i nUBhUL Iwportant ni£lLi Sliii probably feel 

£M MIIU khMU Mlii m feSiaa ll Jtarl through ogi: JJliiirs 

SftUf ted and hajgjgjt with ayr ilv£s, 

Ihfi Concofiti 2f Hoedi U a T^A^J^ Concopt 

Recall that the T.A.R. sequence helps you transform your 
internship setting into a learning experience. This neans that 
while you are on your first Internship you will observe how 
various concepts apply to you and your Internship department or 
organization. These concepts are called T.A.R. concepts. Needs 
Is one such concept. 

The activities In this session will enable you to understand the 
concept of needs. While you arc on your Internship, you will bo 
asked to observe If and how your needs are satisfied by your 
employer. In the Seminar, your class will discuss and analyze 
these observations. 



1 

Another term which you may recall from Freshman Seminar is 

SJi^;«i.^J*u'*'''"* US****! "values- are both used to explain 
wRy-people behave as they do In making career and 1 1 e decisions. 
Technically, a need is defined as something which motivates a 
person to strive for a particular goal. When the goal is 
IflfJ***' n«e<*J« satisfied or fulfilled. For example, we 

might say that people pursue career goals in acting because of a 
need to be creative and express themselves. Values are those 
things which a person feels are desirable or "good.* Ue could 

people choose acting careers because they value 
creativity and sel f. expression. Either way. you should~be 
familiar with both terms. In the reading which follows, the word 
"needs" is used^ 
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Docause ve are odch individuals wUh our own personalities dnd 
past experiences, we differ In which needs we feel are the most 
Important for us to satisfy. Are your needs the sane as those of 
your parents? Probably not. Furthernorei our needs do not 
remain fixed or constant they change over time as we grow and 
mature. Just as your needs are now different from what they were 
ten years ago, you can bet that ten years from today, they will 
have changed again. However, experts who have studied our 
changing needs throughout adulthood have discovered there are 
broad categories of needs common to all human beings. There have 
been many different approaches proposed to classify these needs 
(Naslow* for example). In Coop Prep we will divide needs into 
three major types: economic needs, social needs, and ego needs. 

iCOKOMIC NEEDS 

Ec onom ic needs are those needs which are concerned w1 t h obtaining 
the basic necessi ties of 1 Ife and feel Ing secure about having 
then . Ue all need food, shelter, health care, and protection 
from danger. Since, In our culture, few of us still grow our own 
food or build our own homes, we must purchase these necessities 
from others. Uork Is the major way we provide ourselves with the 
means to obtain what we need to survive. The money we earn is 
what we use most frequently to acquire the basic necessities. 

However, once we have acquired the basic necessities, we also 
want to feel secure about having then. For example, pension 
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plins C4n gu«rinttfe workeri future flnincfdl security. Hedicdl 
ce^^erage provided by our employers can give ui eonfldeoce that we 
wni be able to have good heaUh care. These benefits i«ou1d cost 
UI i great deal of money if we had to provide then ourselvfs*. 
Therefore, our employer Is helping us «eet our economic needs 
without directly paying us In cash. 

Mftile the satisfaction of econonic needs is Important to all of 
us. which way we prefer to fulfill them indicates our personal 
work needs. Some of us seek positions where the primary economic 
bcnefii is a high salary. Others might be willing to receive 
less salary if a position provided extensive medical coverage and 
a generous life insurance plan. For these Individuals, the 
guarantee of future financial security is a greater need than a 
large Income now. 

SOCIAL HEEDS 

iaciii needs are those needs we have to be accepted as a member 
£l i ILSM ial la bave satisfying relationships with others . We 
are all members of several groups. Ue belong to families, 
neighborhoods, clubs and teams. Many people look to their 
workplace to fulfill their social needs. They form friendships 
with co-workers. They are active on company athletic teams. Or 
they neet new people through their work, such as customers or 
clients of their company. There ire even cases where people have 
turned down promotions because the promotions would have required 
them to leave their friends at work. Other people fulfill their 
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soeUI needs outside the work setting In their leisure tine. 
They do not nind jobs which require then to work 4lone dnd wight 

even prffff to only cdiyilly iggyiintsd with their co-workers. 

ECO HEEOS 

laa «£gii its ihsi£ tiitii litis is issi mni si sinsiis.i isJ 

la Xssi £SH£filsi feX SillSa* l« our society, success In the 
workpUce 1$ one wiy we cin prove our skills dnd «hl1ltles. 
Therefore, ndny of us seek to fulfill our ego needs through our 
work or careers. There sre two «i«jor ways our ego needs e^n be 
satisfied. One way is through the work i«sks themselves. If our 
work tasks are challenging and require us to use skill and 
creativity, we can feel proud of our abilities. When we receive 
recognition for handling our work tasks well we feel good about 
ourselves. Ue can say the work itself is neeting our ego needs. 
The second way our ego needs are met in the workplace is through 
the syaboljs of success . These can be such things as a fancy 
office, an expense account, or an inpresslve job title such as 
vice-president or departnent manager. These synbols Indicate to 
others that we are iaportant people or valuable workers. 

Host of us seek to satisfy our ego needs In both ways - through 
Interesting work tasks and the synbols of success. Sone people 
nake clear choices between the two types of ego need 
satisfactions. For exanple, a social worker who works Mith 
senior citizens night derive great satisfaction fro« helping 
others live better a life. However, she Is unlikely to have a 
spacious, beautifully-decorated office or to be able to afford a 
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Iu*ttfy cir. On the other h#nd, ihere »r§ p§op\§ Kho hive «n tht 
4y«hoU of success, but are bort^ or dtssitlsf led ¥lth the mrk 
they 4©, A f#»i9y$ f«#ffpli ♦^fis Chiflis J*ts, wh§ wiS i hlfhiy 
successful executive In in Insurance conpiny. tils real e^o 
Sitlsf«ctlon c«flie from the «uslc he cowpost^ in his sp#re tl«9. 
After his dedth, he hecine recognised i% one of this country's 
9re«test co«posers. Charles fves iUo lltustrites thit ego needs 
can be net outside of the work setting. 

MhUe the three «4jor types of needs described are Important to 
an of us, each of us has a different order of inportance In 
which Me place thera. Kn^iiina wiha| Siili i£$ ^ Mlfi m M 
i £i££££ lilaM^ M 1£«S of your linport ant needs . I f your 
nost fnportant needs Involve future financial security, you night 
look for opportunities which provide strong pension programs, 
such as the Civil Service. If you place a high value on good 
social relationships you could seek positions with a lot of 
"people contact** like sales or custoner service. If you get a 
lot of ego satisfaction from the challenge of probleia-sol ving, 
you nay consider work which involves computer progranning or 
accounting Infornati^n systems. 

Secondly, if you are a student who is now working, knowing your 
B&Sil SMU help ^ evaluate the oosition ^ou prpsen^ly hold . 
Is It meeting your needs? Can It ever? Should you strive to 
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iiUifjf soA« Of yoyf n9ti4% out$He of worn CHn^i four 
pesUlon? These «re kej^ qufsiloAs fer leyr ptrseRd! g^Fttr 
life pUfis. 

The tn-CUss Activity which fniiows *|lsie«* to t 

workcf describe her jol> intf then to con$i4ir whtiher her 
persoflii f)««d$ *fe being met. This ictlvit/ wMI ^Iwe /ou 
prictlce In the type of CAreful lUtenIng 4n4 observing yow win 
need to ^o while you are on your Internihip. ttitlts, the 
«#teri4U for the In-CUij Actltlty but do war*, ©n then #t 
this tine. 

Now twrn to pige 90 and answer the Guide StUewent?. based on your 
reading. 
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in Klilch 4 **erlc«r U dlfCMHSlng htr Job. t©M will bQ te 
Identify tl^e f|£|| th^ tfor«fr fite^ i^gut h@f Jofej 

ial££t!l£SI itiOMt J«tr nteds fron wtitt $1?* Sir$$ *fld, mil^t i 

IsttSial *5 to »«hftifief jroti ihliil his «#de impofttnt netds ii 

the terws f^eis, inf«fenc«$, ind jyd9i»ent$ w*/ be la y&w, If 
you h4«e aot t^kcfl or*! skill i» eour$«s 4t LaCyirdU. It Is 
f<*f)Qft4nt to und@fstiAd the iRednti^g of these lems because thty 
win be ysftd freqyently in your first Internship Sewinir. Th«y 
4re defined 4s follons: 

Behivior or objects ¥e cin observe throygh our senses | sight, 
sound, touch, t*ite, or smell) ire considered facts. for 
eMnpU: "Hy s»»th instructor Is tfearing 4 bl«e shirt,* is 4 
statement of fict. 

ItiP£BEwccS 

Opinions, interpret4tions or conclusions about facts are called 
Inferences. For exanpU, *Hy nath initruclor*s favorite color 
nust be blue," Is considered an Inference ^abowt the fact that he 
is Mearing a blue shirt). 



103 



birf, posillte Of Atfiiive, or ahith i4fise i p«rtfcuUr course of 
icllon 4rt C4lUd Juagnonti. for f««iii|>}fti *Hf m»ih iaslrycior 
lools 909^ in bliit clothes,* U i jyiifneiil. So Isi 'Hy 
instfMCior ^§§$11*1 tooli^ %694 in b\u9 doilies. Ho j^hould mtir 
bro**!!.* 

MUh these ^eflnltiofis l« mintf, oftv<t¥ the 6yide Stitements 
fhlch folloii, in4 thea reid the stor^ g#o} jy| MSlSli^ 
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Mill mimm im m Biikm nmum imi m iin^i 

©^^«»©«* l»y Sennit, «n or^tr i© 4ft@rn>M*^ imHIcIi ©f Nr 

I. Wtrttifi' 41 lf#s| |»ir@e fids f9« l#«f« 4mut. 8©«in§«5 
prcifnt i©6 41 4 bwyer's c1@<*ie4U (fen €4n Uu fi§rt if 





Consider the tlirte (llff«r«»nt kinii of nee4t dffcysse^ in 
ihls 5t$$ion, for ticn one, deci^Se if Sonnle fttU 
Sillsfle<j Of 4lsiiiiified Mfth llie iiiy the need i* belns met 
on her Checl^ the 00« *#lilch lndic«tes yowr i«f#r»ftce . 

Then orovide fi£|« from the story «hich sypoori your 
inferenco. 



eiffc necessUfes 

of lift feel i- ^ Sttfsfied 

secure o^oot ^ 

hivlns th^) jr □ OlssitUfled 
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. lift Ifcf ilifft ^Ifffffflt t»9f| «f m^4% l»»tiP gr^gr s| 
I. 



fr ag. ^.1 i:^.!iLi2Zi:ji'jaiMim ac > gBJ»aD jp, ' »!? ■ 



J. 
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nil II lililll 



f®r t*f fi»§ii 4§p%itimM stiff iiifiif ilf* 4e %m »hSff* i# 



ti«f • l*f *(irif9« ijiy* li ii i if #cl!»r#r 

4ftfr«t»n -IS I tl*siif»»i:, I m«t%4 lilt iigttiRijff .1 
mmt^lH rtU*«llf«, sw*ifn s%«'$ ff«t, l*»f #r#*%«r« 

|fl tff il fitf. inl I difwsf tfif$ •!» liwf, 
*mHi% ill il»t Imtslcts J«i rtcsr^s !hi## it it 

itrffCl, fllil ^if sit li»9«ri tiiClll' wllil 1*1% ifii«ti»l©r|? 

*%fst seller" ^i»lclljr 4® *it»r« ««i ml ®f %lfc*. Si** 

49f$«*i mf^t €«it»«iri filiif Id i«©l»ifr ttert i® 

S© i»i»«il«es t*m sl«c% Iters ill il*«s. tm i^%lf 

D»tril.#» ipiyi Art j^n kHii9§'S t^m €®«sii^tr#4 i« 
«*f€i*ll*« i$ i to^ftff ClCfiCil *© t ft! i 5lriSf4*| 
«e«%lf $ilir| «© Pittff «#cfe lifff I vi/^tr'l., 

f«fcll«j€i!lf , f'illl m^»9%§4 I© ffl ti#f ©ff l« IN f«l»rt 

to9fs, litre is •§ €©«t©iiit»l tlimt f©r ilwt ©ff. lis 
K*©5 i© sii^, *!• tit ••rif ib«isl»fS5* ifet mil i#^ifU«i 
^lifs t© »*9rli irt wlitii tffr|?©te «H© Is ©ff ««v§r% 

fit fisiitft si»©i«»l Oi* II «*is ff«ii. isciiiss lit 
iffHIiiil biiytr ©nit $l€%* iffiy less i$%ti t© ifl© 
©iit. Hiil i l©| ©f «w©rl; INI II wif rtilli^ ti:clll«f!( 
Mt «e«i| #11 ir©iii« Sfiffntl) *f«©tt wisiiliif 
«nii«iwficiirtrs, stltcl1n9 tit Spflnf IffRt. TDt^ ill 
trtitt^ ts wHh fici ftfptel, fit rtl €ir|»fi 
trtiiwem. ritf t08% IS 9«t 10 1ii«€i, Tit ^«ffr 
rtilly llfitAfI I© iif oplnltn^ Sit wis l©9%)ii^f f©r 
$Offlt iiisvil iiif iii4 Jt«ielf# to $© Mlii ii« 4r^%%m» 
t liog^ii ©r folif I© stilt iAti^tft sitres. Sit I©«t4 
lit i0ii. t «*i$ ftillf pr^mi ©f m/stlf. fiii's *»»il t 
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love about retailing. Thinking up new Ideas to present 
merchandise. At the end of the day, she said she would 
try to take me out to the "market** again. But I was 
exhausted. Then she asked me to go back to the office 
with her to check on the day's sales. 

Oh yeah, my boss gave me an evaluation yesterday. She 
said I was doing fine and she requested a 10c an hour 
raise. Big deal, huh? At $3,60 an hour, I still won't 
be able to pay all of my bills at the end of the month. 
And I*m not a big spender, Rosengale's figures that 
since so many people want a Job like mine, they don*t 
have to give us many benefits. 

She also said she would recommend me for a spot as an 
assistant buyer. That pays a little more money and you 
can really get Involved In making some buying 
decisions. If you're good, there's no telling where 
you can wind up,. Remember that guy Tony I told you 
about? The guy who was the clerical for the menswear 
buyer? He became an assistant • buyer In men's 
acce$$ories. He did well and In less than six months, 
he was promoted to buyer, Rosengale's gave him a big 
raise and a bonus and he's only 25, Buyers have It 
made! They get treated well by the manufacturers too. 
Gifts and fancy lunches, 

I don*t know if IMl get the position, however. The 
competition Is really fierce, Rosengale's 1 ikes 
competition. They hire lots of clericals and let them 
fight It out for promotions. It's even worse among the 
buyers. If their department doesn't do well as the 
same department In another store, they worry about 
losing their job, I'm afraid to talk to anyone around 
here. Everyone Is looking for a way to get ahead so If 
you mention anything about your job or your boss. It's 
sure to come back to haunt you. That's why I'm really 
glad I can talk to you and Susan, 

Well, I'd better go now, I've still got these Invoices 
to go over. If I hurry, I might be able to leave 
before the store closes. Maybe I'll be able to do some 
shopping. With my employer's discount, I can almost 
afford to shop here. Bye! 

When you have completed the reading, return to page 101 , and 

answer the Guide Statements, The class will discuss these 

questions during this session of Coop Prep, 
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ASSIGNMENT DUE SESSION 6 



I. Complete any part of the In-Class Activity which was not 
covered in class. There is no additional written 
assignaent. 



Continue to work on your resune based on the feedback which 
your Instructor has provided. 



Read Session 6, pages 109-113 and answer the Guide 
statenents for Session 6, page 107 based on your reading. 
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mis miiHiias FM SESSM UAtuuNc Asm cMSiS UEU^ 
The GuHe St.te.ents b*Jo« «ni help you focus on the readti,, 
-KUh follows. Preview the Guide St.te.ents now. Vhen you 
co-plete the re.dtn,. answer the. carefully. Write sentences, l£ 
2-n Sords, Wherever possible. Us. standard Enjitsh and 
proofread your answers. 

I. Explain why realistic information is necessary in making 
important career decisions. 



2. Answer True or False: -Obtaining and using realistic 
information is not important for students who are majoring 
in technical career areas." 
Explain your answer. 



Write five questions which you 
field which you are considering, 
the list on pages 112-113 or 
important to you. 



have about the (a) career 
These may be selected from 
other questions that are 



b. 
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c 



e. 
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SESSION 6^ LEARWIHG ABOUT CAREER FIELDS 

The Mork we do has a great effect on the kind of life ve lead. 
It often Influences where we live, the friends we have, how we 
spend our leisure tine, and whether or not we feel happy and 
productive. Yet nany people do not seek out factual inforaatlon 
in flaking their iaportant career decisions. Instead, they rely 
on «lslnforMation about careers and unrealistic thinking about 
the job narket , For exanple, sone students feel that in order 
to succeed In data processing, all that is required Is a strong 
desire to aake noney. Others believe that an Associates Degree 
in Business will autowatical ly qualify then for a aanagerial 
position. Neither of these statements is correct. The Coop 
program at LaGuardia emphasizes the importance of real istically 
learning about the career field(s) you are considering. 

WhiJc on a Coop Internship, you can learn about a career field 
throtigh direct experience. You will have an opportunity to 
o bserve what goes on around you, and ask questions of people 
actually working in that field. This type of career exploration 
can help you make decisions based on factual Information rather 
than on hearsay or untested Ideas. 

If you have selected a major that Is quite technical fe.g., 
accounting, data processing, or secretarial science), you may 
feel that you've already made a specific career decision. But 
how can you be sure If it's right for you? In part, by learning 
all you can about the particular field and then usirg your 
internship to iaofJxs or chang^ your decision , If your major Is 
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■ore general In nature f e.g. , liberal arts or business), you 
•Ight wish to Investigate and eKolore different career field | 
related to your studies (e.g.. journal Isa. personnel, retailing). 
Either way, the nore you can rely on realistic Infornatlon, the 
better your career decisions will be. 



slltliJ*?:^.'-: Hll«t Can 1 Do UUh A Major in...? 

Saint Peters College Press, JerseFcTty, l^g7~p: vlTT^ 

2 

tliJj^ ^liti!*^ P«$P^« to change careers once or 

i?JiL their working lives. ^l^onald Reagan's switch froR 

clrlJ dlcilVJnV'k \\t *^^"!*S •"■Pj«^ The point 1s^ thJt 

i?rii^ Jl^ i*" "•S^ realistic Information; are 

hltllL tL JSJrJ"I?"85**"' idulthood, rather than one tine, 

oetween the ages of eighteen and twenty-four. 
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Hilil A£i Rtjsons for Seeking Cireer Informtlon ? 

Occupational Inforaatlon Is Important for wany reasons. 
Following are sone of those reasons: 

. facilitates realistic choice 

. Indicates factors to be considered In the choice process 

. reveals realities of work content and work situations 

. corrects alslnfornatlon and Misunderstandings 

. facilitates conparlson of self (skills, needs) and occupations 

. uncovers other Interests 

. uncovers needs to be satisfied through work 

. motivates toward career planning 

. motivates toward education and training needs 

. guides preparation for work 

. indicates long-range opportunities 

. indicates work's effects on way of life 

. presents beginning and average salaries as well as top 
earnings 

. presents disadvantages as well as advantages 

. Indicates ways of entering occupations 

. guides presentation In Job Interviews 

. spurs further gathering of occupational Information 

Him JCind of [nformatioa Helpf Ps&SlSL Career Oeclsionf ? 

It would be impossible to present all of the ways in which useful 
career Information can be sought. However, listed below are 
twenty questions which LaGuardla students are encouraged to ask 
«bout afljt career field they are considering . 



111 

115 



IhS, Bitwrf Of jyie Vork l%%9% f 

1. Hon does the field of yoyr choice serve society? Uh«t U 
Its purpose or function? 

2. Uh«t is « typlcil work d«y lUe? uhtt are the n«jor 
tctltrltles? Hon ire the hours spent? Whit kinds of 
Interactions tike pUce with others? 

3. Uhit are the toughest problens end decisions that nusl be 
Aide? 

4. Vhat skills ftechnlcal and Interpersonal) are esperiaUy 
useful or necessary? 

«o»i special Ued ^structured) i$ this field and whii ,rt the 
various specialty ^rt^tl 

6. Uhat Is th£ p.>ysical work envlronnent like? 

^iSt£ l lfigg jgn ^f Weeded 

7. Mhat special education, trainins. or licenses are needed? 
Hiw are tfrey obtained? 

8. Whit type of previous work experience would be helpful? 

Cgfifidfri^ifn; 

9. Whit ire the general salary and pronotional opportunities? 
10. Mhat kind of career -»ioblHty 1$ possible - I.e.. novin? 

within the sane field or fron one Industry to another? 
Geographic nobility? 
U. How rapidly Is the field expanding? Shrinking? 

C»?llJX?nr5Ji 5;?k: flf6^ll|?|3o?'^'""*^ ''''''''' 
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U. HoM s«e«rft It taiployiiftnt In the field? 

13. Uhit «rt the frfnge befiefltsT 

14. Mhat 4re the opportunities for Monen? Ninorlttes? 

15. What changes or neit trends are occuring Mithin the field? 

klSMikXlt Considerations 

16. What are the opportunities for travel? Vacations? 
I?. Hour flexible are the hours? Oress codes? 

18. What effects are likely on fa«ily or other social 
relationships? 

19. How nuch pressure does the worit Involve? 

Internship Opportunities 

20. How can I use the internship opportunities at LaCuardIa to 
answer many of the above questions? 

The tn-Class Activity for this Session will be a discussion of 
these and other questions led by your Coop Prep instructor. 

how return t© page 107 and answer the Guide Statenents based on 
your reading. 



iW-CLftSS ACTIVITY FOR SESSIOM « 

Pleise reid through this d^slf«iii«iit you M«it f«r cUss to 

The purpose of the fisit to the Center if to Ivitfodyce the *Bafl>^ 
vifled resources Atr^lUhle to you for yowr carter rcseirch. For 
e««nple, you nJII receive «n orfentetion to the resources f« the 
Center which win provide Inportint career infornatlon (The 
Occupitional Outlook Kandbook; The Olctlonery of Occupttlotti) 
Titles; The Catalyst Series; The Career Fllesi The Ciicyclopedla 
of Careers; Lo«eJoy*s College Guide; College Catalogs; etc.) 
Also during the session there will be a demonstration of the 
career conputer which can provide detailed print-outs on specific 
colleges and specific occupations. The remainder of the session 
win be set aside for the following career assignment. If you do 
not complete this assignment during class time, you must make 
arrangements to return to the Center to finish before the ne«t 
Coop Prep class. Session 7, Bring the assignment to Coop Prep, 
Session 7. 

Keep a copy of this assignment! You will be required to further 
develop this assignment during your second seminar. (Hemfnder: 
Vou will take a seminar class during each Internship. Seminar 12 
deals with opportunities within your career.) 

I. In the Guide Statements to this session, you were required 
to write 5 questions which you need answered in order to 
know about your career cholce(s). Refer to those questions 

\U 



«o«#. Uslns sene of tht Ciretf nittrtals tntroduccd 4iir 



QiiftSlfon II. 



SJasstfoa 12. 



Qtf«$lloiD 13. 



Q»»9tioi} 14, 
Aft f lift 

Qucftlofi IS. 
AnsMffir 




2. In Coop Prep Session 10. jrou mil be^fn looking «t yowr 
ftttore llfo/cirotf options, On« of your options nl^ht b« to 
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€iUlo9 9f your clielct. ri«4 t**f jiiswtr to « ^«tstl®« ©f 
COUCCCs 



Hhtt 4o fOM Hint to §h9wt thH colto^eT, 



lU 



120 



imMiilSI Ml session I 

kise^f «« ioiiy*s stssiOA of C009 Prtp. 

f . «Md Session I, 9i9es ||0.|27 , 4is«#er tl(« G«if49 SiiifiKf«ts 
for Sfsslon I, pifei ibise^ 9«| yau^ r^iiins. 
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Tilt 6iiii!it Stilt#ntiits itlew Mill %9lp f«c«s •m IM r«iiiiif 
Mklcii follows* rrtfiew tit C«ff9f Stitt^tals Hilt* |«« 

SCiii«iic«$, fffr gjfj^ w»r|s > wihtrtwtr i^tsllbld* ISst fUftiifi 

I. C«^UIii whit Is aeifit ftriofiil 9tejt£%l««$ f9f #« 
ifiteriiflijt|»« 



a, fo«r C#«p Co»r4l**l«r co«slitr$ f«ir i»«rto«i1 

etreer c«ff Sbiii«fft; from s«itf«if ptrsoiiif 
oMeciltef . 

e. Hrsoft*! oMtclltts sptelfj^ sowtililiii tliit yoM 
wiiit to licei^plHii M»iifl# 0* jrotr l«itfriBSl>lii»« 
3» UsAlff/ tfce tlre$ nijor ty^ts of 9tfso««l e&jeciiwtss 

4* Ulbtl 4i€l» of lKl# felldMftttl ^efSOMdl 06J«€ll««$ i§ ii 

ti«0p1e of Cirfiff C»p1or«tloo/Cefirfnt»*tfoii, Ao|)llc«t1oii of 
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Classroom Concepts* Interpersonal Skill Development » or 
Technical Skill Development* 

Personal Obj^ective Typo of Objective 

I will relate my knowledge of 

accounting to the way a bank 

keeps records* by studying the 

dally balance sheet for tellers. . 

I will Increase my confidence 
In speaking before a group* by 
volunteering a comment at each 

weekly staff meeting, ^ ^ 

I will learn about the require* 
ments for becoming a bilingual 
elementary school teacher* by 
writing to the Board of Educa* 
tion for career information 
and interviewing a bilingual 
education teacher, 



I will Improve my accuracy 
using a desk calculator, by 
practicing on one at least 
twice every week. 
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In our first sessloni you learned that the Coop program Is 
designed to provide students with the opportunity to: 

explore various career possibilities or confirm career 

pi ans 

apply classroom learning to work situations 

practice or strengthen interpersonal or work-related 

technical skills 

These statements tell you In a generti way what we hope students 
win be able to accomplish through their Internship experiences. 
In other words* they are the goals or "objectives* set for all 
students by the Division of Cooperative Education. You also know 
that each student plans an Individual program of learning, with 
the assistance of a Coop Advisor. It Is through this Individual 
planning that the Coop program becomes specific or personal to 
you. 

When we speak of personal o bjectives for your Internship, we mean 
iJHX a1»t purpose t or learning which you want to accompl 1 sh whil e 
on your Internship . They are ther^ifore short-term In nature, 
rather than long range career or life plans. Personal objectives 
can take many forms, as you will soon see. Learning more about 
the work of a zoo keeper could be a personal learning objective. 
So might applying laarketlng principles in a sales environment; or 
Improving skills such as oral coaMunl cat Ions or stenography. 
Your personal objectives may be similar to or different from 
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those of the student fitting next to you. The main point U that 
you fflust consider what you want to learn from your Internihtp 
exper ience(s) . 

These points app^y equally to students who have "decided" upon 
specific careers* as well as to students who are "undecided" at 
this tiffle. They also hold true for working students who want to 
use their present position as the basis for an Internship (fe.g., 
many Extended Day students). Each student must set objectives 
which are related to his/her academic Interests* career plans* 
and personal skill development* 

Why Arc Personal Qbjcctl ves Impo rtant? 

Would you spend all your tine* energy* and life Itself preparing 
for a voyage* the purpose and destination of which Is unknown? 
Obviously not! In Cooperative Education* you Identify your 
destination (objectives) to obtain the maxloun benefits from your 
Coop Internship experience. . 

Internship learning objectives fulfill the basic philosophy of 
Cooperative Education: that the workplace Is an extension of the 
classroom by giving students an opportunity to turn the "work" 
experience Into an educational one. You take responsibility for 
Identifying a specific learning objective and make a personal 
commitment toward working at accomplishing that objective. The 
amount of progress made toward achieving the objective Is an 
Important factor in determining your Internship grade . 
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(n pUnning for your internihlpsi your Coop Coordinator does not 
want to Just "send you out" tnd hope things work out for the 
belt. He/she wdnts to know wh«t you want to gain from the 
experience. Wh^t you hopfl to 1e«rn. AccefnpHsh* Achltve. In 
other words, your personal objectives. 

Personal objectives are important for three reasons. First, 
because they focus on j^ou. They make the internship an 
experience you pursue for specific reasons which relate to your 
growth and development. Second, because they help you and your 
advisor consider and discuss the suitability of various 
internships. The clearer your personal objectives are, the 
better you will be able to Judge if the position is "right for 
you." Third, because it gives you and your coordinator a means 
for evaluating your internship experience when it is over: Were 
you able to achieve your personal objectives? If so. How? How 
well ? 

Many employers and supervisors are involved in management 
objectives, management by results, or evaluation by objectives; 
they are happy to see College students evaluating their work 
experience in this manner. Learning objectives contribute to 
opening a dialogue between you and your supervisor and can serve 
as a vehicle to gain greater recognition from an employer. 
Preparing specific learning objectives also teaches an important 
lesson: the value and purpose of a planned course of action. 

However, without clear objectives, learning is haphazard and 
random at best. If objectives are to be realized they must be 
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v«rtrUb1e. No one an icconpHsh in dnblguoui objective. 
Students need to know wh«t their objectives «re, whit actions 
contribute toward achieving those objectives and when they have 
been accompi ished . 

Here are sone guidelines to t(eep in mind as you begin to think 
about your personal learning objectives for the internship. 

Learning objectives are; 

^* illiliia state aents about what you want to acconplish on your 
internship. Writing then down establishes a record and 
naices then easier to review. 

2. Expressed in terms of what you wm, do and how wm d£ 
It. This is called a "perfornance statenent," For exanple: 
"l becone aware of the degrees needed to becone a 
psychologist, bjf interviewing a practicing psychologist 
about the educational requirenents in the field." 

3. As $£eclfl£ as you can make then ^rather than broad and 
general). For exanple: "l win increase ny typing speed 
fron 40 to 45 wpn." (Rather than, "I will inprove ny 
clerical skills.") 

The easiest way to nake objectives specific 1$ to write 

statements using -quantitative ternss Interview two accounting 

nanagcrsi take a five ainute tined typing test twice a nonth; 

^^^rn jMve new business words each week; cut out ten accounting 
positions fron Sunday New York Tines section g. 
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Your Coop Advisor will go over your toArnlog objecifvis you 
during tho pUcenent process. Me/sHe win assist you In 
cUrlfyIng then «nd In Judging If your objectives «re "realistic* 
ind "achievable." For ex#«ple, will the type of internship you 
have In Mind provide an opportunity for you to acconpllsh your 
objectlve(s)? Your coordinator nay also suggest new objectives 
or specify ways for you to attain then. The extent to which you 
achieve your objectives will be discussed during your Pinal 
Evaluation Conference after the Internship, 

Road the following conversation between a student naned Karen, 
and her Coop Advisor* as an exanple of how this process works: 



ADVISOR: 

KAREN: 

ADVISOR: 

KAREN: 



ADVISOR: 

KAREN: 

ADVISOR: 

KAREN: 



So Karen, what are your personal objectives for 
your Internship? 

Uellt I'n really Interested In law. 

Uhat specifically Interests you about law? 

Everything, 1 guess. Especially the work that 

lawyers do In the courtroon. Like how do they know 

what to ask witnesses on trial? 

Are you talking about their preparation? 

Yes. That's It. 

How could you learn nore about courtroon 
preparation while on your Internship. 
I suppose I could do ny Internship In a law firn. 
I would be able to see and ask one of the lawyers. 
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Yt$. Syi ^hii would j^§u dbi@fve? Uh»i (jyesiions 
would you 4%k} 



O.K. Could you put ih\% persondl objective Into 



ADVISOR: 



your own words now. 



KARCN: 



1 JliiX find out how d liwyer gets roidy for # 
courtcdse, obs@rvlng ind Atl^lng questions of 

three Uwyers prep4rfng for trUls. 



ADVISOR: 



Thit sounds fine to ne. 



K«ren*$ personal objective would then be written down, Vou C4n 
note fro« the discussion th4t her objective expresses whit she 
will do, «nd how she will do It. It Is specific, and seems 
roillstlc for the type of Internship she Is discussing. 

n Learning Objectives are statements that describe WHAT Mill m 

M BE DONE, HOU IT UILt BE DONE, HOW IT WILL BE EVALUATED at I 

« the end of a period of time using SPECIFIC AHO QUANTIFIED f 

I TERMS. 2 



lX2&l £l Personal Ob jectl ygs 

There Is no Malt to the different nunber of personal objectives 
LaGuardIa students »«y set. They are as varied as the students 
thenselves. However, fro« our experience In working with 
thousands of students over the years, three types of objectives 
seen to coae up again and agafn. You should be aware of these 
three types of objectives, as one or more examples nay apply to 
you. 



129 




125 



i? tim ia£ Jiau f^flXllSiiiftlll. People dnd !«foffl,uien frei, 
your internship org^nliitlon «iy be used i$ resources. For 
e«<iiip1e} 

*• 1 ttilL U«r« the requirements for becoming 4 Certined 
PubUc Accountint (CPA) ^ 1nteryle«Uf i^e accountants 
of njf Internship orsanliitlon dbout education, s^Ury. 
duties. 

*»• i determine whether the field of nursing Is right 
for «e, bx observing 4nd 4$Mng 4t least three nurses 
hoi# they cope with Illness on i dilly basis. 

2. A££ljCilia!i £f lLiiir2£2 Concepts 

IHi im aJt afeXiiiilO ilai a reUtlng your classrgog learnlna 
l£ i i£££!L imins. For exanple: 

«• i lliil «PPly ny knonledge of psychology, b^ assisting a 
special education teacher in planning her lessons and 
develop and conduct a lesson plan of «y own. 
i Hill uie my knowledge of advertising b^ assisting my 
enployer in planning an ad campaign. 

Ifl your first internship Seminar, yoi, will also relate specific 
academic concepts to your Internship setting. 
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discussed tfi Sessfon 3. for t«i«)pU! 

*• i ULll Pfictice •/ tnftlsh pronuneUllon sttlls, 
re4difi9 «l«tid <it \e»it one n«94iifl« or ne^spijper 
Article e«ch week, 

^» i Slili Increase «y diserilveness, ^ speikln^ up during 
e#ch weokljr stiff meetlns I Attend In departnent. 

*• 1 Hill ptictlce lay typing bx volunteering to take on at 

least on« typing assignment each Meek, when ny filing 

work Is coiipUted. 
^» i HiJl strengthen iiy business writing skills, bjr 

writing one letter/neno/artlcle each week and asking 

for feedback fron a senior co-worker. 

In the In-Class Activities which follow, you will begin writing 
your learning objectives for the first Internship. tou will 
also discuss how to use the Internship Opportunities Catalog 
(IOC) in Making your internship selections. Previe w the material 
for the In-Class Activities but do work on then at this tine. 

How return to p^ge 118, and answer the Guide Statenents based on 
your reading. 
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JLi5.£k*ii iimiim m mum i wahc, 

Hdlisa tttmil ksissiaj mmim 



w'^UIaf then ii Mfiaiaiass 4iii£a£i!lll ««|»f«5Sln9 «ij*t 
™= ^Si Its- m MH i ^ 1|. UrXig U i£u4 Ihreg U4r*ii«| 
9l»jteii¥es f«f y©ttr frrjt initrnslilp. 



^- ifiiitfiiiiafiil 

~TMH y«w fitl <io it}' 
b, Techwi<^ jpl 

I wm 

~ (mr¥oii nMt do)— 

by^ 

rMryojrsTrrarTtj" 



Note: Thlj part of the Ifi-CUtt Activity will be collected #$ 
pert of the Noaework *f signneDt. 

128 132 



Si^^tt Uifrtifif ©fejtciivts iieyif^N %%u4§nU 



1. To ^@€one «ofe is$9rtiv@ ©t«rco»© siiyufss, 

2. lo tnprott «iy v@r6il €04M»unie«iioA skills 
CoilHtr pronuncliiion, gr^mmif or voe#t)!iiUr|'). 

work offeciivoly «Hli cnUiirtn. 

To Inprovo my ibilUy lo converse InforiDaUy i*Uh 
wy iRindser, syptrftsor or eo>work9r$. 

$. To ifltprovo #iy ibility lo work wnder prossuro. 

(. To prMUi iilif)9 tihd iffitiitiv^. 

7. To practice ^ood or^inudiioiiit on 4 



8. APPty/STUCWCTMEW TECHWtCAi Si^tiLS 

8. To inprovo Mrf(ifl9 skills (Pysin§$s Itttsr uriil 

9. To inprovt typing or siono spatial froai 10 _ 

10. To strongtlnefl wy ability 10 instruct ctiil<)ron in 
4rts «nd crifts. 

11. To inprovo «y telephone tecnniqu€!t. 
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— , . i > i w i Pi iiii ii i Mirr i iiB i iiiiMi i tfiLjm,L,.njn i imtL i iiiiMBii i i wiig ggiw 



odpdrtyniiUs, slit Is rt<^»}rtd« tic.l §^mi # 
specific cif«§f fidt^ (fimincd, etrsonntl, 
sjrsttus ifliljfst, coiroirotldr or t$i€l)i»fK 

lihe fitN of . 



APniCATtOW Of CUSSROOH ICIilaitWS 



tS. To 4Dptf 4fl<3 sir«fl9ltion mf docuinenUiion/foddtng 
f%His ds lt«rntd in tccotinitns c^yrse. 

16. To (tarn Urn infomiiioii-iittitriins %ieos ifl«o)v«d 
Iff iiriiiDg i j^rogram. 

17, To Itirn to pt^pkt^ m ttsson iit^ eofldtfCt 

to. To observe iniifio a conctoi (o.f., 9tid«fSftto 
styles or frteOon) Iniro^yctd in itit eUssroom. 
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Itkiiiti isitctiiit iiiiiiiM um. u iMi 
ltii£iiiiiiii iiliiis ^ioc). m#/sn «in i»fi4t<i kpm i§ «*it 

9f <<iitr«$iiiip ^9Siil«iii fr«« lilt iqc ?iii#t i^ew f§tJ 

f««$f «f 4«9r4. t9iir cMICf -ftf ill iiit«rfiflif|) %f **(hi| 

jfou 4«i«t 19 ie#r«, Awdiiiff S4y|«i| 11,1$ ii 



if jr«tt 4«8w wliat foil wm U «ccofii|>l liili, #9* can Uol^ 41 #« 
*fin Assiit in jii$wt«-|fl| 11,1$ ^^uttfitoA. 



liiUliliiLLl UtiUM 



tils StftiOA liiS »ilt9»i«sli«4 lt«»« IXRPOrliACt «r ^««r 
choices ffi pffpirlflf for on f «t«fii$|if|i. ii§ i>ei|«y@ tun 
tfpe of ritl«iti«9 ^oclf lon-niitii; is e$$«iiitiii u §994 C4r«tr 
plOMiifAf. Id 4m l^ool worliii, jron wottflil fot porsonil ofejfcilwe? 

ovtllnod, ind II1911 1^9 pUeoi In o ^pgrftct* lAtomsl^is) 9«if 
ulifcli sitfsfio? ili of i^ouf oMectfvos. INeiiif«9 ««9ttl^ pttist 
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itilif|l€iM# l#tiii«f, tiNift iff 4 «i«feif «f fficiftfi #*i€ii 
#1 C»s»ir.«iitt C^iic«tl«ii> lit* ««i it^uemimp 

S®«fll«f§ lltfft Is ^llff c#»|if|iitltii f©r # lj#iltl «««ltr 9f 

# fea»ftr*% itsiilimA fsiH»@«i -III* ff^cfssiwf iiiKtff«i*Nlipi #1 
liW. %9miim%\ in «r«n siiiifi^ §s)f, i^i «|||| 

lir^i ftrceAt4f$ ©f liSiirili §ittieDif itll III tliti tfetir 

lfid« Mflit f^mr \mfm%^% ®(fejf elites tr© ini fet ilf,*illl 
l« coASidtflAf « mmmh%r of »dSiilo«$, tr /^n ^9 m^i 
fet f«iir * first cfcftlct,* rewtif opgn^ u ©ifctr 

i$$i|A«ms #re ©iilj^ i Mft of lit oftrill latri^jpi 
««perjfiice. KiHf stiu4eAts i*iH leir« #of# ff«ffl ii»f«r 
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work -envlponment- than fpon their specific tasks. A 
routine clerical position can become exciting for the 
intern who observes carefully and asks the right 
questions. 
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ASSIGHHEHT DUE SESSION 8 



1. Conplete the Internship Preference Forai on the next pag%. 
(This list will serve as a guide to your Coop Coordinator 
when you meet to plan for your Internship placenent.) 
Attach your written set of learning objectives _jaqe 128 to 
the Internship Preference Form. This assignment will be 
collected iji the next session of Coop Prep . 

2. Read Session 8. pages 138-145. and answer the Guide 
Statements for Session 8. pages 136-137, based on your 
reading. 

3- SXinfl your copy of the Internship Opportunities Catalog with 
you to the next session of Coop Prep. 
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INTERNSHIP PREFERENCE FORM 




Code 
Number 



Title of 
Position 



Company or 
OnunlzBtion 



internship 
Coordinator 



SpliprHow EBct) PositiotTwiii Enable You To n 

One Or More Of Your Personal Ob ectlves. Be 
Specific. 




z 
> 
z 

m 
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GinOE STATEHEHTS FOR SESSION 8: PREPARING FOR AN EMPLOYH ENT 
INTERVIEW 

The Guide SUte«ent$ beloM will help you focus on the reading 
which follows. Preview the Guide Statements now. Uhen you 
conplete the reading answer then carefully. Write complete 
sentences. In yo u r own words , wherever possible. use standard 
English and proofread your answers. 

I. Explain the purpose of the Interviewer and the Interviewee 
In an enploynent interview. 



2. Identify and briefly describe the three aain parts of an 
enploynent interview, 
a. 



b. 
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3, Label the follotftng statsaents as True (l) or False ^Fj , 

«• Your handshake, dress, and tone of voice can make 

a positive iBpresslon on the Interviewer. 
b. Upperaost In the Interviewer's nlnd Is the 

question: "Why should I hire you?" 

c. The nost effective answers are general statenents. 

<!• The Interviewer Is responsible for enabling you to 

have a successful Interview. 
- — e. You can not really prepare for an Interview 

because each enployer asks different questions. 
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SESSION Bi PREPARING FOR AN EMPLOYMENT INTERVIEW 

If you look back over the work you*ve coapleted youMI see th«t 
yoo hive Identified « grett de«1 of Inforiaatlon about yourself. 
You've revleMed soae of your life accoapHshnents and Identified 
skills that you possess. You've explored your work needs 
(values) and identified your personal objectives. You've 
suanarized your personal history In a resune. All this 
Infornation about yourself can now be pulled together to help you 
prepare for your enploynent interview. 

ll M Enplpyaent Interview ? 

There are several different types of Interviews. Each type has a 
general foraat or set of guidelines and specific purpose^ You 
nay have seen one type on T.v. in which a well known person like 
Barbara Walters ** interviews* a celebrity like Burt Reynolds or 
Richard Pryor. Basically, any type of Interview consists of the 
of ques tions to find out inforaatlon . 

An ea ployaent interview is a face- to- face speaking situation Ijn 
ahlSh 1H2 f S£ wore) people ^jk and answer queillons with a 
definite pjirpose in aind . The interviewer's purpose Is to select 
a capable person who can perfora well in a specific position. 
The Interviewer is asking the basic question: "Why should 1 hire 
you?" Th£ interviewee's purpose Is to coamunlcate his/her worth 
In such a way as to convince the eaployer that he/she is the best 
qualified person for that position. The interviewee Is therefore 
answering with; "This is why you should hire ae." 



Mh«t Should You EKpect ? 



An eaployaent interirieM has « structure nade up of three wain 
£«rts: (A) Introduction: (B) Body , which Includes a review of 
the candidate's backsround and a matching of the candidate Mith 
the specific position and (C) Closing. 



*• Introduction 



The Interviewer uses the Introduction of the enployiaent Interview 
to mentally record sone Initial Impressions about you and also to 
attempt to put you at ease. Rather than ask you questions about 
your qualifications right away, the Interviewer might conaent 
about the weather, sports or any other neutral topic. 



Host of the communication being observed by the Interviewer at 
this time Is non«v e rb>i . Let's examine six aspects of non-verbal 
communication which. If used effectively, will help you create a 
positive first impression. 



1. Time 



Being on time for the employment Interview Is 
i^lP^M^g.lJIt v<tal. It is a positive non-verbal 
communication which emphasizes your interest in the 
position and your sense of responsibility. Arriving 
10-15 minutes before the appointed time will give you 
the chance to relax and collect your thoughts. 



2- Hilldihakfi 



A handshake Is a typical business greeting for both men 
and women. You can use this opportunity to physically 
demonstrate a sense of warmth and confidence. Practice 
shaking hands and Introducing yourself to people. For 
example, "Good morning Hiss Kron ^Inter viewer), my name 
is Henry Williams and I am here to apply for the 



PosUlon of copy issisunt.* Heiseaber to ««ke the 
k«ndshi%e firm but not »-»*fnf«l! 

The clothes that you chooses to wear to 4n enoloynent 

piice In the formt} , busfness>1Ue setting of the 
llVtl'rX^L Needless to say! «;?nkled or 

dirty clothes, loud Jenelry. exotic hil? styles, fUshy 
•ije-up, etc., tend to distract the intefyleier froJ 
Mhat you are saving about your qualifications. Host 
Uifi;ir*r.r?t!n*" * business Jult for a and a 

Jili'IfJle'iJricISIs'prTS;!" -^'P^oprlate «a.e.up, 

i^e C ontact 

iSeb!?i f?rl^*1 'i^'-cct eye contact Cnot 

llhitilr «• viewed as a positive coanunlcatlon 

aJ2irS^;/..J^ r" '^^5 Interviewer when you 

I • «<e$crlbe your qualifications or 

!fld LTAaH^'^* r*''* cowaunlcate honesty 

ISJe lil^rjJ; ^*''.l**^*,f**« interview reiieinberlng 
flcl l^u ' ! ?" i*"® interviewer"! 
eff«tlv?lj. ^'pJactiw. ""^"^ 

Tone of Vofce 

i^SJVt «uJ«t»lf voice win positively reinforce 

everything you say about .ourself. You nay have never 

to your voice. Practice greetings and 

£EE££££ioni and B^djt Poi|^iir£ 

If a *look is worth a thousand words." this is a v»r«r 
IJS** hiJr J** "-^^ discover how yoJ'can yolr fid 
V^t. ^l^l ^? something positive about yourself 
ilersaJ?**^ Unguage should cowunlcate that yiS a 
pleasant, relaxed and alert individual. 
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The introdyctiofi section of tlie eAployaent intervfeti tikes only a 
ninute or two of tfne but duriiiQ th«t brief period you h*ve the 
opportunity to creite e very positive Impression, Just renenber 
to use All the aspects of non-verb«1 comfflunicillon to mk9 4 gootf 
Inpressiofl froa the moment you Milk In. 

l2il a£ iUlS liiEJaiaent fntertfUy 

Once i sense of eise ind generil purpose his been estibHshed In 
the Introduction, both you and the interviewer will want to move 
on to finding oi?t informetion ibput the position end yourself. 
This is the bodjr of the employment interview. Tour goi^ in this 
section is twofold: first, to inswer the Interviewer's questions 
to the best of your iblllty; ind second, to isk ipproprlite 
questions ind leern is much Informition is possible ibout the 
position. The ««teryt£werl£ goji i% to loirn is much informitlon 
iS possible about you, your skllU ind partenil objectives. In 
order to decide whether to offer you the position or not. 80th 
of you will iccompllsh your goils of informition githering 
through the use of interview questions. 

The Interviewer will use questions to review your bickground ind 
sort out the ficts ind Impressions received during the 
Introduction. Most likely, he/she will wint to cover such topics 
i$ your educitlon, previous employment ind experience, 
Interpersonil in»d technicil skills, iccompi ishments , ind sense of 
Cireer direction end objectives. Whether the interviewer isks 
directly or not, the neln questions in his/her mind during the 
Interview is: Mhjj ^houlj l Mrg j^? in other words, the 
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inUfvitMer basically wiiits to k«io*»: *re yow luere? VNt 

kind of a psrsoa *re yoa? icid, VMt can you do for me? 

four ansMfirs sho«<1d be lj2«iSiA ^Slilltl* liliHil* i£i i£S|i« i« 
^££££i EaiUill* »««t«ife«r, dlr«ct1y or lAdir«ct1y yoa w*«t to 
commsMicate: TtoU Is mky t'm bore ^voar ©bjectlwe$|; T«»i$ is the 
kind of person I an (yoiir acco«iplfsl9iiient$, ««td5/*alMes); and, 
T»"is Is what r can do for you fyour i Altrpersonat a«d teel^flical 
skills). Ih^ t Jj^ il^lld fcirf ££! 

We win say «or« about handlinQ ti»is question-and-aiiswer process 
skfllfully fn the ninth session of Coop Prep. 

C, Cl osing 

The intervicMer will Initiate the conclusion of the Interview. 
Vou should he ready to reco^nUe the sifnals. The Interyie^er 
«>«Sht $hoi« non-verbal cues such as gathering tofelher papers or 
pushing the chair away frofli the desk, the interviewer might just 
ask you ff you have any questions before leaving. This would bt 
* good opportunity for you to sum up yrur Interest in the 
position and briefly restate your strong points. fou should 
thank the Interviewer for hi$/J«er time, clarify your 
understanding of what to expect ne«t, shake hands and^nlth eye 
contact) say goodbye. 

Hany experts r»coniiend a followup thank you letter to the 
IntervloMer. This letter can also serve as a reminder of your 
^;i«l if icatlons for the position. 
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QttlU timely* 4re rtspootlblt for tise siiccess of fsvr 

ftildftllnes for 4fl wloymsut lutsrtlei*, tm ««*tr ^9 

styU. Soi«« Mfll jrow fRinj^ direct q«9stloft$; others «fl|| 
JS* tery brodd questions. Sone niy seeii ruslied ^i^essyred; 
ot»«ers win toe quite reU«ed. Mo t»#o Interviewers will be 
exectVy ilile. 

to 111 f»m aastt iaimiu- iaisiiiljd &i kiiaa scmsial. 

SS!! ^ las for i« e mployment Igtfrtlew ? 

th9 best preperitfofi for tihe employjnent imtervlew Incliudes: 

Bmm m tmim - Hs specific 4«tfes r^nu%rm§nt%, 
2- SSmiM M OI<»»a(tI*T}(S«i - ewe« i fe« tiisic f^cts ibent tie 
emiplo/tr't prodicicts, services, tpro^rjiiis, or ^jrolblems, Tbls 
type of tflforiRitibn c4a often be obtained in llbreries or 
from tlie Personnel Oepirtment or Pybtfc ISelitlons office of 
the orgnnicitfon itself. 
5« l!lStill!LS IMiilU - your oun dcconpl Ishnents , skills, 
needs/velues end objectives es they relete to the position 
end orfenitetion. A top-notch rescue Is ilso e ««$t. 

- yow cin develop 

cofliforteble responses to questions which Interviewers 
frequently «sl;. 

^h y9ii Cin dyrfni ih^ 
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co»rte or tke l«(«r»l««. 
»^.«I.S s,„„„., ,„ 5^^, 



ERIC 



144 



oh lis tmtf^s^ii^ freferenct rcrm, is$tfi>tiS f^r t®tjj., if 
y«« #r« t4tiiple|rti9, ttst f«iir present mH9ei 

9r#€li£f for tiis fKiurt. 
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Youp Name 

Code Number Internship TUU 

Name of Employer 



l^NOHitiG IHE POSITION 
Read the position description carefully and JMst anj: duties or 
rfiaHlrements which you find. Look for any information about what 
the employer wants you to do or expects of you. The descriptions 
«n the IOC do vary In terms of detail provided, so read 
careful ly. 

Duties or Requirements 



2. KNOWING THE ORGANIZA ITON 

Again, read the position description and IMst an^ information 
ibout the eni£loj:er. such as type of organization, size, product, 
or services. Add to this any background Information which you 
already possess. You might want to do some further research 
before the actual Interview. 

Information About the Employer 
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Throughout Coop Prep, we have emphasUed the Importance of 
knowing your ac££2fiiah«eats^ iiliUji H^^ULlilii^ and objectlvat 
In career pUnning. During the Interview, each of these topics 
muu be communicated effectively. Reflect back on your Life 
Accomplishment narratives, Personal Skills Inventory, and list of 
Personal Objectives. Then, answer the questions below: 

(a) HOW can your skill (technical or Interpersonal) be used In 
this position? 



(b) How can your personal objectives be met through this 
position? 



^miliPATiNG TY PICAL INTERVIEW QUESTIONS 

The Interviewer will probably ask several questions. But from 

your reading, you know what underlying question In the 

interviewer's mind is: Whj, should I hire ji^ou? Even though this 
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queitlon not be «k.d directly. w^Us 1 iaa is Xa- Ual£aSL£ 
mfi2fli2 that you are comfortable with. ReUte your answer to 
the specific position and organlidtlon you've selected. 



Why should I hire yau? 



r--H5nsri5HrMin55i"irHm~"""™--~™^ — 

Asking questions during the interview shows the Interviewer that 
you arc interested in the position, your motivation may be 
Judged by the kind of questions you ask. In addition, your 
questions can obtain Information needed to help you decide If 
the position Is right for you. Based on the position you have 
selected. wrUe at Uast iwo questions which you have In mind. 
Question: 



Question: 
Question: 
Question: 



The Assignment which follows builds upon the preparation 
which you have started In class. 
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Note: Thij assfgnnent should be completed liafgrg your SlnuUtod 
Interview or the next session of Coop Prep, whichever cmm 
first, 

1. Review your responses on the interview Pr££ara^on gu^r^ 
done In cUss. and make «ny changes or additions as needed. 

2. Read the list of TMrtjj fluesMons MhUh JLntervX£wer, 
frmantU Aik^ page 150-151. For the next session of Coop 
Prep, select anjj fjUe of these questions and write out your 
answers on the fluestions and Answers Practice Sheet, pages 
153-154. 

3. Read Session 9, pages 156 -166. and answer the Guide 
Statements for Session 9. pages 154.155, based on your 
reading. 

ErJna « copy of your resume and the Internship Opportunities 
Catalog to the next session of Coop Prep. 
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H»u i£s m i»s£ii 

I* Why jr§ y©y tfitertsud fn this position? 

2. Mh4t 4re your short and long term cireer go^ls? (objecti vej?) 

3. Why does this career field intercU >om? 

4. Mh4t do you think our conpany can offer you? 

5. What other 4re«s *re you Interested In? 

6. Why do you feel youMI he successful In this pasitlonl 

7. Tell met about yourself. 

8. What do you see yourself doing five (ten) years fro« no.*? 

9. What does success mean to you? 

10. What are your greatest strengths? weakneisea? 
n. Why did you select a Coop College? 

12. What are your hobbles? 

U, What was your «ost satisfying (challenging) achievements? 

What can j^u do for rae ? 

14. Uhat Is your aajor? 

15. Why did you select It? 

U. What courses have you taken that win be helpful In this 
position? 

17. Uhat course did you enjoy the most? le^st? Why? 

18. Mhat is your grade point average at college? 

19. Oo you have any skills which will be useful in this position? 

20. What were (are) your duties in your l«t (current) position? 
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?l. Mom does th#t e«per1inef 4pp1y lo this posltjonl 

12. Wh«t did yoy enjoy »ost/»e*u dboui yowr Usi pesUUnT 

23, Why did you U«ve your Ust posftionr 

14. Do you work weU with othtfs? 

25. C«n yoy work without supervision? 

26. Mh4t is your opinion of your present boss ond co-workersT 

27. How well do you eoa«unle#te with others? 

28. How dependable ^re you? 

29. Are you responsible? 

30. Mh«t kind of salary are you looking for? 
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mmm * mm tmmi mm 

StUct five queUUns fre« Thir|;^ ^mUUk WM|h 



four sentences. 
Interviewer's Questfon: 




tour Antxer: 




Interviewer's Question: 



Voyr Answer: 












Intervfeifer*s Question: 







Your Answer: 




ERIC 



IS3 

158 



mil mmmi m mkm u mmmm im mmm Mim 

6«t^t %inm,nu belo. .in you focy* the rt.dfag 

!• Identify briefly aesrri*»» tt^ 

• «•/ ffl^scfibt thret mMin types »f 



4. 



2. Libel the foDowing closed, fict 

» v<v»es, f«ci» Of opinfoA questions. 

_ 4. Vho Mjs jfour imm4iiU s«if»ervisor? 

_b. Uhn <}o yo^ tMnk 4bo«t i^onei, ,5 ^aoijersi 

» *M ii«r« overtiise during our busy 

P«rlcds? 

3. Ubel the *ono»*lng st*tc«ents 4% True Ct> or rtUe^F> 

Tht test »,*y to co««u«lcne .*lue .„d ^orth Is to keep 

fteUfng the interviewer how good you «re. 
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Ihtifi quickly €««st«if|.i# .91; uQfg ii,p©f||«|. |^?«||, 
4. C«p1itA iht b«$ie differences ^§iweefl « *M««Uted» 

■«> H» >«. ^> ^i III ^ ||. 



vr-«t'^*-'MP«(«»w s» 3* 'isK i W W '' 'w n 'gt -yj' at -a 



: iiiiits ii tmuMM mm mimm uim 

lilt cloiinf f§§«Jt»J»t »- his 4« ««piCl 9ft Iftf l«ttf**«W, Pffhi^i 

seisiOA* Mft Mill likt i cl§itr Idoi *i it»t *^Meii«©««iftd-#in5wir* 

1*11 l»itt.i !tiis jUfiii ti isiitiit- 3^imis2i 

Qysstfons. ^no^ili^iiiff of tl^t tlif§t ^iln l/f>t5 wMI »iel|» y©y t© 
both predict ih@ Wili^iM ihit will &t iske^ prspjre 
«9pro9rfjt« r§3P9H%^%, l§9k ^t t*it pyreos© of f#ch typt of 

<iae«tton 4n4 soffi@ @«if»plei^ of @ic)), 

Tt»ls type of qyesilon ftittriUy fl<rfo*»s iht rtspoast lo j» o«t 
«<0fd or y«s/na ifl%«<fr. Often, 4 more «U^or«t« r«spo«^f »««U 
iCttiiUy work In fOur fi#or. 

C«4«pl«t: Do jrOM find U to ^tt ilong wlin oiiNfrs? 

Wiwe you «¥er wforl^eij #$ « s«cr@tiry bffore? 
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^» £.11 S §tlillf5 

Uhn «tft p^^f 4wi,iti ■^Q^f j^^i 

i^'u i,^. wui.« .na.i r,. , ,,,, ^^^^^^^^ 

r@fwfi«j i final jiie ii^ffii 

««« tt,ii ci« 4«Uclj»iU tf Cim«««3^ 

.«*..rs tkn «ui ..IP y«« t,, ,,,,,,,,, ^^^^ ^^^^ 

sail lasiUEi ^ Bl^mmLlM^ *i Hiaa !iasm* 
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l«ier¥«f«(f#j i, 01,, iQij 9f ^iff,-,f^«i c^^fiti. 

I Si 
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*f9§frfi4inf i«| #11 1 ««|' III Kill, ^ 

ill HtililM Isiitili^ 
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simulated Interview Instructions 



Use this list as a guide for successfully completing your 
Simulated Interview. 

Before the Interview 

I. Hake an appointment for your Simulated Interview in 

Coop Prep or through your Coop Coordinator. 
2- Sel ect an internship, from the Internship Opportunities 

Catalogue, for which you want to be interviewed. Br ing a 

copy of the description of that position with you to the 

Interview. 

3* Co mplete the Interview Preparation Exercise and the Question 
and Answer practice Sheet assigned in Coop Prep. Do not 
take them to the Simulated Interview. 

4. Bring a copy of your resume in typewritten, final form. 

5. Secretarial Science students may be required to bring a 5 
minute typing test. 

^- P'^ess aggrgprla tel y for an interview. 



^* Arrive lO^iS minutes early for your appo 1 ntm^^nt . Interviews 

will be conducted in the Main Building, second floor or in 

the Coop employer's office 
®* £ili o"t the Application for Employment while you are 

waiting to be interviewed. 
9. Listen carefully to the interviewer. Use all of the 

interviewing skills ^non-verbal , preparation, oral 

communications ) taught in Coop Prep. 
10. At the conclusion of the interview, ask the 1 nterviewer for 
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feedback on your performance. 
After the Interview 



R^<se any questions at the next session of Coop Prep or when 
you meet with your Instructor personally. 

A Word About the Eaployment Appl Icatlon 

You win note that an employment application Is to be filled out 
prior to the Simulated Interview (step 8). As you would expect, 
there are many different versions of this type of form* However, 
the information requested tends to be similar to that of your 
resume: personal data, educational and employment history, 
skills, interests, and references. In general, there are three 
qualities that an interviewer looks for in an employment 
application: neatness , completeness t and accuracy . Like the 
resume, the application Is viewed as a sample of your work, and 
influences the reader accordingly. 

Preview the Application for Employment which follows, but do not 
fill it in at this time. Be certain that you will be able to 
provide all of the information req».* prior to your Simulated 

Intervi ew. 



APPLICATtOW FOR EKPLOTHEKT 



THE LAV PROHIBITS DZSCRIHIMATIOK BECAUSE OF AGE» SEX, EELICIOH, SACE. COLOR 
AND NATIONAL ORIGIN AND REQUIRES AFFIRMATIVE ACTION IH THE HIRIHC OP TBS * 
HANDICAPPED AND VETERANS. 



HHi^^H^mKBI8H3 PERSONAL data m^^HHHHH^HI^^^^HriB 


Please Print 


NAME (LAST) 


(FIRST) 


(KXDDLS ZNITtAL) 


address (STREET) 


(CITY) (STATE) (ZIP CODE) 


(TCLEPOHE HUKBER) 


[. 


^^^^YOUR JOB REQUIREMENTS 





Type of Work Destred 



WORK LOCATION DESIRED 



SALARY DESIRED 



PER 



When Could You Be Available To Begin Work? 



EMPLOYMENT EXFERIENCSl 



PLEASE LIST YOUR JOB HISTORY FOR THE PAST TE* YEARS (OR UST FIVE CMPtAYCSS) . 
START WITH YOUR PRESENT STATUS AND NOTE ANY PERIODS IN UHICB TOUWERE NOT 
EMPLOYED. INCLUDE U.S. MILITARY SERVICE (SHOW RANK/RATE AT DISCHARGE BUT NOT 
TYPE OF DISCHARGE) . SUMMER/PART-TIME JOBS AND COOPERATIVE EDUCATION ASSIOoSttS. 



Name 



COMPANY NAME & 
ADDRESS 



DATES EMPLOYED 

(No^m^ -iYear) 



POSITION TITLE & 
DESCRIPTrOH OF DUTIES 



REASON FOR 
LEAVING 



ress 



Naouk 



Addreaa 



Name 



Addrefl* 



Nana 

Addrass" 
Name 



Froo; 



TO! 



Froa: 



To: 



From: 



To: 



Fron: 



To: 

Fcos»: 



Address 



To! 



lERic; 
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m 




xmmmm 



m 
or 

SCIOOL 



m i mm 
cr 

SCHOOL 




mm tmm w or tacut, / 

— To OIPWH^OI (^ridi AnriiiiOBt%' 



tm 

rr « — TO DIFWW. 01 Cri4i At «»|« Oef Of ' 



Bi|h Sebool 
(Uit Attiiulid) 



All VocidoMl 
$cliooli» Tichnl- 
cil tutltutei, 
I JuDlor CoUtiei 

All ColUgei 
cr 

Unlviriltlei 



Othir Trsinlni 
tncludlnt 
Kllitity Schooli 
& Equlvilincy 
Piplfioai 



ACADEMIC ACfllEVEHEWtS AMD AaiVITIES i — — 

Flint lilt icidiBlc honoti, icholirihlpi, or fellwihlpi, BeaberBhlps In mi^nk ho'noriry locletici, or 
pirtlclpatloa in or officii held in «xtricurrlculir ictlvltlei you cowldir il»niflcMt. (tou uy exdudt 
inforMClon Indicitlve of i|e, tex, rice, r«Hglon» color, wtloMl origin, «nd hindUip.) 




Pl«u« ditek if you ar«t 

I I 18 or ttodcr (iodiette «t« ) 70 or ov«c 

O.S. CZTI7QI I I T«» I I Mo If No, lodUaco Typo of VUa 
' I— J ALl*a fUiglscracloa Ko. 

U.S. VETEUM* I [ r«i ( [ J«o If To«, Lodleaco Daco of 
»— -J *— » Soparaclon 




SECUUTT DATA SHEET 




'^iav* you b«Mi coBvleud of « crloui wiehla eho 
Use Ctv« y«ar«7 

■ 

Yeso pl«uft brltfly dtscrlb* cbt clrcuuewcti 
9i yMr convlcclon tndlCAcini cht dat«» oacur«» 
Md plACft of cbt offciiM Md difpoflcion of cba 
casft* Your Msvor Is lookod upoa u ool/ oao of 
^« faccocs eotuldertd la the caploywac dcclstoo 
'io4 Is €V4iltt<c«d In ctras of tb« cuituro* severity* 
Md dmts of the of£ftiuift# 

90 HOT lAcluds ariTMU ulthout eoavlceloas, eonvlc* 
iiofis Adjttdgtd ^jrottthful offeikltr**, or coavlccloos 
for dnmksimess* siaplo mmuIc* spttdlxis* aloor 
traffic vloLatlottt or dlscurbince of tlio peace* 



Yet 



□ 



Ho 



SlsoAturo of AppllcanC 



Dacft 



PLEASE READ THE FOUOVINC STATCHEKTS CAJlEFVLLr; THEY CONSTITUTE THE COKDITIOHS UNDER 
WHICH YOU MXCRT BE lEHPLOYED. 

1. Th« iafonuelon chac X havo provided on this application la aecuraec eo th« bate of 
vf kaovLftdt* and aubjaee eo valldaelon. 

1 X auehorlsa eha persona • adiools, ctirrane eapLoyar (if approved by sa in eha Eoploy- 
■ene Exparianea saeelon) and oehtr organizaclons or eaployara nasted in this applica- 
clon to provide any reltvan; InforvaeioR ch«e nay be required co arrive ae an caploy- 
nene decision. 

3. I underscand and agree that: 

(a) Any oaccrial aisrepreseneaclon or deliberaie oeiis«ion of a face in say application 
oay be Jusclf icatlon for refusal of. or if eaployed. tertainatlon fcoa eaploynent. 

(b) A nedieal exaainatien and signed reloads statenencs, as stipulated by th« <mpUN 
art required. (Results vlU b« held in confidence by the Htdieal Departnent 
except where r«leaie of such informaeion is required by taw. Also, uhen certain 
aedical restrieeions relate to an individual's ability to perfont a job or series 
of jobs, ehesa reicrieelons wiU be coiaimicated to Personnel or KanageKnt.) 



During the In-CUss Activities your InUroetor ^iW revlen so«e 
of the ifiswers to the TMrty Question, uhlch Intervleyert 
irSastmU Ask. Then you «lll have the opportunity to observe « 
cUssrooa Interview, and evaluate the effectiveness of the 
Intervlenee's responses. Pr^ti^ the aaterU! for the In-CUss 
Activities but do noi work on then at this tine. 

How return to page 154 and answer the Guide State«cnts based on 
your reading. 



IH-CLASS ACTIVI TIES FOR SgSSIOW 9 

A. Question t Answer practice Sheet 

Your instructor will call upon students to share their answers to 
«o«e of the Thirty Questions Mhfch Interviewers Frequently Ask. 
Turn back to pages 

fifeiStliaa in Eaplo yment JLntervXew 
A student and the Instructor will role play an e«ploy«ent 
Interview. The student will select a position fro« the IOC and 
present his/her resune. Your Instructor will Interview the 
student for the position. 

All class .eiibers should carefully observe every aspect of the 
Interview. P,y close attention to non-verbal comnunlcatlon as 
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well 4S the questlon-And-<inst#er process. Use the InteryUii 
IXllaillag on the following page to recoN your observitf ons. 
After the Interview, discussion and constructive feedbacic will be 
encouraged. 

2Jl££ill iwprgssion (check one) 

» * would hire hin/her based on this interview 

I would have to think about him/her sosie aaore 

— J would not hire him/her for this position 

Interviewee's strong points: 



Suggestions for ioiprDvinj Interviewee*? performance: 
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iNTERView EVALUATION 



Thinqt To Look For 


Effec- 


Needs 
WarH 


Suggestions 


UtO of Non>Vftrbal CocaimiiyrallArk 








Hindthako |entrdnc« and «xitt 


Orest e a4)|Mar«nce 








Eye contact 









Tons of voice 








f «Mpr«i»ioo» and body posture 








Evidence of Prefkarallon for Interview 
Showed knowlod0e of position 








Showed knowledoe of oraanlxatlon 








Showed koawiodoft of sdf f skilU nbiArs. 
tivn^ oiCol in reliiion to poiitlon 








Anticipated interviewoi^s queitlons 








AtScod OM«ftioiMb of hlBlh»' 








Oral Comnunlcation SkilU 
Responffti weres 

Stated positively 








Thoughtful 








Detailed /f peciHc /factual 








Spoken in correct English 








Communicating his/her value I worth I 
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ASSICWNEWT OUC SESSIQIi JO 

I. CoMplfttf yottf SimuUted Intervleii^. After you h«ve finished, 
tlifflk About your £i(perUnce end the feedtaclk frow the 
interwIeMer. Tlhe«, »*rfie your answers to the ^questlODS 
below: 

4. Mhil did you le*ro ibout enployment intervieMing or 
About yourself 45 4 result of this e«(>ori«nce7 



What If anything, would you say or do differently on 
your ncAt interview? 



Be prepared to discuss your answers In the nc«t session of 
Coop Prep. 

2. Read Session 10, pagis 170-177. and answer the Cuide 
Statements for Session 10, page 4g9 , based on your reading. 
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Tli« Guide SUtemeAU beloM ««ni help yo« focus on tin* rei4in.| 
««INjcli follows. frevitiri tht iCuid« Stiiemewt? you 
complete r«4<dffl9 4n%w9r thitm c^r^fMlly. Write C««ip1ste 

senteDces, l£ xoiwr oma *aS£li. «»»tre»er possit»ie. »s« stiotfird 
Ciiglish ind proofr«id your «i»s»*ef5, 

t. C«pUln (Hi ouriposc of neeifms individual 1/ ««u^ your 
coordfnitor jfier Coop Prep, 



2. Briefly describe the *#y feature* of the p\»cemM 



process, 



00 you a^ree or disagree with tHe folloMl^g statenent: 
-Prohlem sftuatfons are very unlllely in Coop. if they 
occur, a good coordinator solve tlien for the studfrtt.* 
Explain your answer. 
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C©9p Pr«p Is j&diit JO e««. A 9rft«t of ««ori; |„s ^^^^ 

e«>«ct«d ®f jpa^ii, m4 mr tlm hi^ bi^^w thurt. If 
««icc«s5f«.l, rtsHiis thit tmpsfMtU^ timtitU^n re^fe$««t$ # 

«t« wjl' ©f H§kin§ u mrk, S#citfse «t mphi%Hs timiltMl 
Ulit* i«y s^ttinf cj« fet twrwed into ®iPip©ft««ity r©r 

i^iSl iltMi Ihg fStiUlllS ef **i?it is 9914)9 ©n 4f««iid fm, 
«opefsllj^, yoy feel t^tfjirtd t© wavft ©« y^^^ 5^^^^^ 

4. m cuide Slile«i«Ais for Sission i- Wndierf un^Uf 
Ceoperitiv© CducitloA pif@s i7>lf. 

2. Three Life AcconpUshmeni Wirriti^es pjgas dnd the 
'Ht ©f y©ur Str©fi9©st SfelUs ©t^s §7^ 

3. * tjrpeMrUten copy of jrear resume whlcfe weets iHe st^nrfirds 
9f yowr C©9p Prep fnstriictor. 

tnttrnthip Pref©renc« F©rffi 04^« 435 ^^^j^ tfeirmim^ 

Objecilw for tiie first i«t©r«5»,is, p^^^t m atuaed. 



ERIC 



no 



Ami' «4^lti«fi«i1 issf fii:ffiie«i'i r«^«iir«4 ^mr c^op fr«f 
fim%ifmtt9r» 



UhifK yen df« eerilfiied% Ciit iiini.i<fttcl®f- «m»)'§ li«if^l jrdur f1«$$ will 



ii£Siaii!£Si it ssii Itst ^iiiMs 'Willis i eiil it Ms 



COAllAtiS jTdiir preipirttiom i>R<t pi^m^im^ fsr tihf first lint«r'>siiilp. 
if f9u Mif tills ffifietling* /o«i rrp^jf^ rsdycd sllmlmitA •g9ut 
cHiMCts for |»>jirsylflf Jif»pr$^rf lint«r«9$iilf^ l»«)Sltl#iia» 

l#ii|y|^«il, t«i j^^vr rfii!«:^@ti!»f » iktt/s!«»@ Mill gm f^fiAhMtk e«) 
fmr iptrforitnjAC* 1« CooiP i'f€i!)« «.|i*9 titit rtsttiHi^ /««ir 
Sliii«ilat«d l«ter«leM. fo>ur tr^AScri^t 4»lll r««i«Mieli for 

courses tilen, ereglits ie#f«@^, iin^ frjdt <^olfiit •ttsr^ft. *'tl«ie 
friiv«* ««r|1f fStiblHl^ M»ifClN ^gjft«f$ to for yoitr 

lAlorAfhips. 

If plim Ciills for Imltrisslfeilp ii9t*t ^M*rt«r» tlhit iillSSlSl 
Il»e9ifis. four wcrk ^&ik^f9m4 »fh4 pwrwn^t oi^Jtctlvts vi^lll 
discyfsedl §§ ti^ty r«Utf» to ^owr ^nt^rtif ifiip stlfetionis. four 
€oor4t«i«tor wtlll Miftt yow lo cUrlff yf»«ir o^Jtctlvos 4n4 twrltd 
tib«in 4S p^rt of « *H«4r«li»9 co«tr#ct* for yosar i«t«rii»sli»lui, Tki$ 
is $sp@§i»1l/ %r4% f§r ili^§»»t§ isiBf iii«lr sw^ ^9Sfll§ii #§ tP»§ 
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h%iH for 4m «i»iffii5*lp. ^erfflissittii t« refilsi^t fo#^ Cosf will 
9r«Atti* fiht«i» 4 ir«fefir#l will fes mt^t far # p9%itim wihicli H 

«l»j(®ii»l.fnt»i«: w^tfe i»i®|.»iir cssrsi 8«*l®r ©r 4 direct «*ltr*ifw wil»i 

tfe$ #.mp|©)yief, ?f #11 5@t$ wgll, r^'H will ifcf ©ff#r#^ tifet 

P9$lti®ffl. I#f®r§ tfcf fiiia ®f t*if Sjiiifltf, i'®^^ Willi ilf# (ilscwSS 

ll*!f ofeJtclNf* #f lii Jiiitr«i»)ijj» SfiBiiiiir »i@w *«ll fet 

pr®cf%s is df=s£r*lfi4 im iisaft '^tuil in t»« §«i^f 19 £®9f#f.iti#t 
*ri«i»| 

«. ^*»«tliier stwi^At its r«f#fre4 or ftf§ fillfifl I't. 

b. or<9iiil2ittio<i fio lonftr jparticlpilts in iht c,i«,t, 

c, IN ^diplei^ftf wi«t$ $9fflfi>it mitk « feickfrswinij ©r fikilH 
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2. The dutUs and requtremonts for & posiMon may hdvo chdngod 
since it was wrUten up for the IOC. 

3. An employer raay "take his tlwe" In l§tt1ng the school know 
If i position win be ivalUble, or If a student will be 
hi red. 

4. More students may be "going out" than the supply of existing 
Internships in a particular area. 

5. You might not be offered a position for which you have 
1 ntervi ewod . 

These examples arc ••realities** of the LaGuardia Coop program and 
the world of work. In your case» any of the particular 
situations may or may not occur. If they don*t fine. If they 
Jo» you will have to draw upon your probl cm^'Sol ying skills and 
reconsider the situation. Of course» your coordinator can offer 
advfce and assistance in inany instances. But much of the 
responsibility for decision»making and problem-^sol ving situations 
rests with ypu > 

This is equally true once you have started an internship. In 
fact* many employers consider the ability to ••handle the rough 
spots'^ a good indication of a person • s career growth and 
maturi ty • 

The In^Class Activity which follows presents three problem** 
solving situations which could occur while on an internship. In 
each case» any number of responses is possible for the student 
involved* Your instructor will lead a discussion of these 
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Jituatlons, focusing on c?ffectlve ways of ^^.^ ^^^^ 

Preview th^ m^t^rUU for the In-CUss Activity Um not work 
on them (<t this Ume. 

Mow return it- p^ige I/O »n!l answer the Guide Statuments on 
your re^»<*1ng. 
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In each of the situations below, 4 student faces a probltei (ar a 
difficult decision) while on an Internship. Re<}<J each 
description carefully. Be prepared to analyse the situation and 
recoramend an effective course of action for each student. Your 
Instructor will guide the class discussion. 

^» tiM$X tiot Ha££x il dii 

Mancy Is a business major working as a personnel fissfUant for a 
busy non-profit organization. She accepted the internship hopl«g 
to gain exposure to all aspects of a personnel department. 
During the Interview, her supervisor stated that she would "try 
to do everything possible* to give Hancy Interesting assignments. 
But the basic position typing, filing and answering the phones 
"" "must come flrut." '^fter five weeks. Hancy feels very 
frustrated. Host of her time Is spent typing, on an old machine 
at that. Her supervisor has not said a word about any new or 
interesting work. Nancy finds her Interest dropping and her 
disappointment steadily rising. 

What should she do? 

2. Arthur - A Bett er Offer Corner Along 

Arthur is an accounting oajor. He is now in the fourth week of 
his first internship as a bank teller for a small savings bank. 
While not directly in an accounting department, he can observe 
how some basic accounting concepts apply to his work. Thus far, 
he finds his duties Interesting, even if a bit routine. 
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One Mghi he gets i cdU from his cousin. RoUnd. RoUnd tells 
Arthur dbout in ImnedUte opening <n the AccounUng Otpartraent 
where he works. The position pays a higher saUry and involves 
worMng directly with staff accountants. Roland has spoken to 
the accounting supervisor who is eager to oeet Arthur 
tomorrow. If possible. 

What should Arthur do? 

^» tiitii liilldlina a Fani^]^ Crisis 

Haria is a Bilingual Education Assistant worldng with a third 
grade class in the Bronx. Under the guidance of a professional 
teacher, she provides individual and small oroup Instruction to 
her students. She truly enjoys her Internship and cares deeply 
for the children she is assisting. This is her last quarter at 
UGuardia. She's been offered a paraprofessional position on the 
schooTs staff upon graduation. 

Unexpectedly, a family crisis develops. Maria's grandaother in 
Puerto Rico has a heart attack. Doctors advise that she be under 
close faoiily care for the next few weeks. Maria's parents, who 
are both working, decide that Haria should immediately go to 
Puerto Rico to look after her grandmother. She loves her 
grandmother, but the timing couldn't be worse. 

Uhat can Haria do? 
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Som students wight look back on Coop Prep dnd wonder If U wa§ 
i\] worth tt. "For no credits, why ^o to all this trouble?* 
they dsit. -Having a good internship U just d sitter of Uck. 
V\\ t«k« «y chances once I*« out there." 

Our response to these students is siwple. It was stated best by 
the faoous French scientist, Louis Pasteur: "Chance favors the 
prepared aind." 

llUbk filS I GNHEHT 

You nust make an appointaent to meet with your instructor within 
a week to ten days after the last session of Coop Prep. 
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